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CHAPTER 1 INTRODUCTION TO THE MODEL
DIRECT USER GUIDE

Overview

Since 1998, the ASA System has provided Schools, Lenders and Guaran-
tors with a powerful tool for managing the entire student loan process -
from origination to claims. MODEL Direct takes the power of the ASA Sys-
tem a step further - providing both small and large institutions with a sim-
ple and intuitive method for:

¢ adding and modifying loans.

e processing and modifying disbursement records.
e certifying, denying or rejecting PLUS Loans.

¢ transferring and viewing CommonlLine files.

¢ viewing detailed report information - on demand.

MODEL Direct gives you the processing capabilities of a large Client/Server
application - without the hardware and configuration issues! You simply
log in and start processing your loan volume.

Assumptions

This user guide assumes the following:

¢ You are familiar with Microsoft Windows and standard Windows
conventions.

¢ You know how to navigate the web using Microsoft Internet
Explorer or Netscape Navigator.

¢ You understand the processing of student loan creation and dis-
bursement.

Understanding of the following concepts is helpful but not required:

e Familiarity with other elements of the ASA System (the Enter-
prise Client, and the Enterprise Database).
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Note...

o If your system has been
configured, you can skip this
section.

o If you need assistance,
consult:

- Your Internal Technical
Support Staff

- Your Client Services
Representative.

- Your Browser
documentation

Required Configuration

Your system should be configured as follows:

Browser:

e Microsoft Internet Explorer 4.0 or higher (Note: version 6.0
with the Latest Microsoft Service Pack is strongly recom-
mended).

o The latest Internet Explorer service pack information is available
at:

http://www.microsoft.com/windows/ie/default.asp

¢ Netscape Navigator 4.06 and higher
Important:
o MODEL Direct is NOT compatible with Netscape Navigator 6.
o Your browser must also be configured to:
- Use Secure Sockets Layer (SSL), and:
- accept cookies.

Third Party Software

To work with MODEL Direct Reports (see page 113), you need the following
applications:

e Adobe Acrobat Reader 4.0 or higher (to view reports)
o You can download a free version of Acrobat Reader at:
http://www.adobe.com/products/acrobat

e Microsoft Excel 4.0 or higher (to view reports saved in Excel or
CSV format)

o You can download a free version of Microsoft Excel Reader at:

http://www.microsoft.com/downloads/

Logging In

The logon process is simple.
¢ Your Client Representative will provide you with:
o the URL (web address) of the MODEL Direct Login page, and:
o a User ID and password

¢ You then:
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Important...

o Navigate to the MODEL Directlogin page with your browser.

o Click on the For Schools, Lenders and Servicers Link:

Note: schools

Iso elect
tohave Y//7/7/7%

i Direet for Educational Loans

borrowers )
access to:
HH o1 &I, -
° |n|t|ate Ioans ASA Direct®™®is an Internet-based resource tool for lenders, senvicers, school clients and borrowers.
a nd If you are a school or lender and do not have access and would like access to ASA Direct please call

* view status
information () FOR BORROWERS

your Client Manager at 1-800-999.9080 or email us at ASADirect@amsa.com.

o FOR SCHOOLS, LENDERS AND SERVICERS

concerning
their loans.

Note: Borrower use of MODEL Direct is not covered in this document.
Please speak with you MODEL Direct Client Representative for more
information on configuring MODEL Direct for borrowers.

You'll see the following:

By logging into MODEL Direct, you

agree to the following

e MODEL Direct is provided as a
service to lenders, holders and
servicers of student loans [or
FFELP loans] guaranteed by
MDHE. Access to student loan
information by anyone other
than persons authorized by
MDHE is strictly prohibited.
MDHE reserves the right to deny
access to MODEL Direct.

¢ MDHE cannot and does not
guarantee the confidentiality of
transmissions sent over the
Internet, including any
transmission of personal
information. Accordingly, MDHE
assumes no responsibility for,
and makes no representations or
warranties, expressed or implied,
with respect to, the accuracy or
sufficiency of the information
contained herein, or for MDHE's
acts or omissions in procuring,
compiling, interpreting or
communicating such information.

¢ You are responsible for the
security of your password. If you
have any reason to believe that
your password has been
compromised (for example, the
departure of an employee who
knows the password) contact
MDHE for a new password
immediately.

Login

and click on the Login hutton

UserID:{MO_a0404

Password:|~ m

Tologin to MODEL, please type your User-1D and Passward in their respective boxes

MODEL is provided as a semvice to lenders, holders and servicers of student
Ioans [or FFELP loans] guaranteed by MDHE. Access to student loan infarmation
by anyvone ather than persons authorized by MDHE is strictly prohibited. MOHE
reserves the rightto deny access o MODEL

MDHE cannot and does not guarantee the confidentiality of transmissions sent
gwerthe Internet, including any transmission of personal infarmation. Accordingly,
MDHE assumes no responsibility for, and makes no representations or
warranties, expressed orimplied, with respect to, the accuracy or sufficiency of the
infarmation contained herein, or for MDHE's acts or omissions in procuring,
compiling, interpreting ar communicating such information.

“ou are responsible for the security of your passward. [fyou have any reason to
believe that your password has been compromised (for example, the departure of
an emploves wha knows the password) contact MDHE far a new password
immediately.

Mistour Direct for Educatio

MO0

Note: your pass

ord is case sensitive.

o Are you logging on to MODEL Direct for the first time?

Yes: you will be required to change your password (see

page 5).

No: You'll be taken to the MODEL Direct Home Page:
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Tip: Regardless of where
you are in MODEL Direct,

you can return to the
Home Page by clicking on
the MODEL Direct logo.

€.clips
! |‘3S1!llg; Wers 8]

Irarming

Electronic news clips from
Missouri
Department of
Higher Education

Certify Disbursements Reports CommonLine Tools
PLUS Files

Add Loan
Loan Inquiry/Update

About Menu and Screen Access...

When your account is created, you are given access to

specific menus and screen commands based on your

function and/or role. This is done for security reasons.

There are three levels of security access to a given screen

or menu item:

* Read/Write Access: you have menu access to view a
screen, and can modify fields on the screen.

¢ Read Only Access: you have menu access to view a
screen, but you cannot modify any data on it.

¢ No Access: the menu command is not available

If you do not have access to an item you feel you should

have access to, contact your supervisor or support

specialist about changing your security permissions.

Change your

MODEL Direct Menu Options:

Search Criteria -

(See page 83).

see page 77).

Hold/Release a
Disbursement

Password (see
Page 5)  mm—
Check the
oo off of AP d validity of an
og off o SSN, and
MODEL Dire(t e Logout ! View and/or
(see page 5). l update an
: S ul . Institution
Add Loan Certify Disbursements Reports C Line Tools Address (see
ENter DOth et a0 inquiryUpdate  PLUS Files a0e 12§)
Stafford and . I Pag )
PLUS Loans (Full
App as well as — I
Fastap - see .
page 9). * View/updatean o CertifynewPLUS View a Student’s  view and set o 02d and view
individual’s Loans Disbursements . CommontLine files (see
e Use the - ’ options for page 103)
Template Application ; (See page 93), > :
p Record. L ¢ Certify PLUS - subscription
feature when ecorc, ~oan Loans you and: You can send
. Record or MPN 'S ¥ and custom  ppplication Send Files
entering 35 previously e Decrease pp .
multiple loans ~ (5€€ Page 35). refused, and: Amounts reports (see  (ASFs) and receive:
ith simi age 113). ici
T e U+ Vewprnt  Crangedoes PP5° 110+ socted e
e i
(see page multiple records notlf_'lcatlons on e Cancel/Reduce .
31) (by SSN or declined loans a Disbursement ¢ Unsolicited

Response Files, and

¢ Disbursement
Roster Files
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Logging Out

For security reasons, it is important to log out of MODEL Direct when

you've completed a session.

Note: On clicking the Log Out link, you will be returned to the

login page: You may see the window below. If so, click the Yes but-
ton:

Security Alert E =

‘fou are about to be redirected to a connection that is not
secue

The information you are sending to the cunent site might
be retransmitted to & nonsecure site. Do pou wish to
continue?

es No

Add Loan Loan InquiryUpdate PLUS/Credit Approval Reports  Tools

I Missouri Direct for Educatio

—

ASA Direct®™Vis an Internet-based resource tonl for lenders, sericers, school clients and borrowers:

If you are a school or lender and do not have access and would like access to ASA Direct please call
vour Client Manager at 1-800-999-9080 or email us at ASADirectfamsa.com.

(») FOR BORROWERS D FOR SCHOOLS, LENDERS AND SERVICERS
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Important!

¢ The first time you log into
MODEL Direct you will be
directed to this screen, and
required to change your
password.

e You must change your
password every 180 days.

- If your account is active
(see below), MODEL
Direct prompts you to
change your password
once it is more than 180
days old.

e If you do not use your
MODEL Direct account for
360 days, it becomes
inactive, and you will not be
able to log in.

- Contact your MODEL
Direct Client
Representative or
Technical Support
Representative to obtain
a new password.

Changing Your Password

It is good security practice to change your password periodically (and
MODEL Direct forces you to do so at certain intervals - see sidebar). Use
the Password option to do this:

Click the _[
Password link:

Add Loan Certify Dishursements Reports CommonLine Tools
Loan InquinyUpdate  PLUS Files

Enter your old password, and then enter your new
User-ID: UAWEBSCHOOL99 password twice (in the New Password and

old Password: | Confirm New Password fields).
Mew Password: | The parameters for passwords are as follows:
verify Passward: | ¢ It can be eight to fourteen characters in length.

Change | e | ¢ It can contain any combination of characters or
numbers.

o It cannot contain spaces.

MODEL Direct User Guide



Inactivity Time-Out Period

A MODEL Directsession “times out” after 20 minutes of inactivity (this is
done both for security and system performance reasons). You are then re-
quired to log in again.

For example:

You are working in MODEL Direct, and are called away to a
meeting.

You come back in 25 minutes, and attempt to complete the task
you were engaged in.

MODEL Direct displays the following window, alerting you that
your session has timed out:

Your Session has timed out.

Flease click on a button to log in again m[y’
issour Direct for 1 oans
o e N0 ron scrcous, conoens, o emvicens =

Click on the For Schools, Lenders and
Servicers button to log in again (see page 2).

Introduction to the MODEL Direct User Guide
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CHAPTER 2

ADDING LOANS IN MODEL
DIRECT

From the Add Loan menu option, you can:
e add Stafford Loans.
e add PLUS Loans (PLUS MPN, Fastap and Full App).

create a template (to automate the processing of groups of
loans with similar information).

Adding a Stafford Loan

(0 To ADD A STAFFORD LOAN IN MODEL DIRECT

1. From the MODEL Direct Home Page, select the Add Loan link:

‘

Certify Disbursements Reports Commos
PLUS Fil

Lo
n  QinquiyUpdate

Logout

- f"/

PLUS Dishursemes nts Reports Commonline Tools

Loar
InquirylUpdate ~ Certification
Request

Files
= Terplate

o PLUS MPR

= PLUS Comman App
© Full Application
© Centification Qnly

You'll see the following screen, where you are prompted for the
borrower’s Social Security Number:

Adding Loans in MODEL Direct



3. Do the following:

A Password
a. Enter the Logour
bor-
rower’s gn lom Gy DREmES Gpms GmEmin O
SSN , a nd : piease Enter Borrower's Social Security: [01£02000¢
b. Click the ===
Search
Button.

The Add Stafford Loan screen appears:

Note: if a borrower

application was
already on file, M

existing intonsct Divest for Eehrcational Loan
demographic fields -
will be filled in as
: BOSTON COLLEGE Add Loan PLUS Disbur Reports C ine Tools
avallable. Loan InguingUpdate  Certification Files
» Template Request

*Required
» Stafford MPN
» PLUS MPN
* FLUS Comman App
© Full Application

o Cedification Only School OE Code: 002128 Branch:ll][l -BOSTOMN COLLEGE =

Borrower's Last Name: Adams
First Name [Charles M: [F

Note: if an editable SSN*: 0141-00-5366 DB;‘;: 1z iz ([ises

field is not regUlred, Perm. Address: [41 First Ave
you can add it later amdresstinez[ |

}/Ia th.e L/OS“d N city: [Honwell State: |MA - Massachusets 7|
n?e?:l '(‘:ee Ea;e e3 5). zip Code: [o2081 comtne [
Is this avalid address? [Yas |

Phone Humber: 7816551212

Email Address:

GradeLevek[Freshman -]

You must include at Ereres s T
least one loan Anticipated Graduation Date:| ;[ ;[

Fields with a red
asterisk are required

.- Loan Period
amount (subsidized
b( idized startpate:[05 (o1 [Z001  Endpate:f0s i1 3005
or unsubsidize )’ Cerl'-rﬁEdLuanAmuurlls

Subsidized: |1 E Unsubsidized: [1313

Recommended Dishursement Dates , indicate Hold/Release Disbursement

Click this button to
continue the 1st |09 1|15 1|2004 Hold Release O
app"cation process. 2nd jI I Hold © Release
e MODEL Direct 3rd ,rl i Hold © Release

will search for an

icti i [l [e}
existing, valid Ath ] ! Hold Relsase

MPN (see next Continue with MPM Selection | clear | Cancel
step).
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4. Add or view the following Demographic Information:

School OE Code: 002433 Branch: [00 - PARK UNIVERSITY 7]
Borrower's Last Name: [adams |
firsthame: [lorn MR
SNt 000-00-0000 oafosdfiogfress
Perm. Address: [35 Guiney &
adaresstine2: [
city: [Quincy state: [MA-Massachusets x|
Zip Code: [0z168 Country: [US
Isthis avalid address? [ves =]
Phone Number: [5173281212
Email Address: [fadams@quincy.com |
Lender OF Code: [g05317 | Branch [
Grade Levet[Freshman =]
Enroliment Status: | Full Time =2
Anticipated Graduation Date:[05 /[31 ;2007

Field Notes

School OE Code

Read only

School Branch Code

If applicable, select from the dropdown list.

Borrower Last Name

Borrower First Name

Borrower MI

Last Name and First Name are required.

Borrower SSN

Read Only

Borrower Birth Date

Borrower Perm Address

Borrower Address Line 2

Borrower City/State/Zip
Code/Country

Is this a valid address?

Select Yes or No from the dropdown menu.

Borrower Phone Number

Borrower Email Address

Lender OE Code/Branch
Code

Important: enter the OE Code (not the bank/branch
name).

Grade Level

Select one of the following from the dropdown list:
Freshman (GRADELEVEL_01)

Sophomore (GRADELEVEL_02)

Junior (GRADELEVEL_03)

Senior (GRADELEVEL_04)

Year 5 Undergrad (GRADELEVEL_05)

1st Year Grad (GRADELEVEL_A)

2nd Year Grad (GRADELEVEL_B)

3rd Year Grad (GRADELEVEL_C)

4th Year + Grad (GRADELEVEL_D)

Enrollment Status

Select one of the following from the dropdown list:
o Full Time (F)
e At Least Half Time (H)

Anticipated Graduation
Date

Enter in format MM/DD/YYYY.

Adding Loans in MODEL Direct
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About Holds and
Releases...

By regulation, your school has 72

hours to deposit disbursed funds to

a student’s account.

Click the Release button when:

* You are sure you want to get the
funds on the date you specify.

Click the Hold button when:

¢ You may need to delay the
disbursement.

- At any time before the
disbursement date, you can
change the status to
Release.

- At any time after the selected
disbursement date, you can
remove the school hold, and
have your funds within 48
hours.

5. Enter the Loan Period From/To Dates:

Loan Period

From Date: |01 L I|2DD4 To D'ale:lDS i3 7|2004

6. Enter the Certified Loan Amount:

Certified Loan Amounts

Subsidized: |1312 Unsubsidized: I1 13

Important: at least one certified loan amount (i.e, either the
Subsidized or Unsubsidized Loan Amount) must be entered.

7. Process Recommended Disbursement Dates as follows:

Recommended Dishursement Dates , indicate HoldRelease Dishursement

tst [0 or ;2004 Mo & Release O
nd [or 50 (001 | Hod O Release O
3rd l_rl_rl— Hold ©  Release ©
4th l_rl_rl— Hold ©  Release ©

a. Enter the disbursement date(s), and:
b. select the Hold or Release button (optional).
8. Click the Continue with MPN Selection button:

Recommended Disbursement Dates , indicate Hold/Release Disbursement

tst [oo fisgfzoos Holg £ Release

2nd |—r|—r|— Hald Release

3rd |—r|—r|— Hald Release

4th |—r|—r|— Hald Release
Continug with MPN Selection | Clear | cancer |

The screen refreshes, and you'll see one of the following:

12
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The Borrower has no useable MPN on file with ASA. You will need to process this certification as a hew
MPHN.

If no MPN is found, you'll
Lender OE Code: Branch Code: I see the screen on the left.

Do Not Print MPN: [~

Savel Clearl Cancel |

If an MPN is found, you'll see the screen at
I’Ight ' USE CURRENT MPN ON FILE: ASA has verified its system and found the following valid MPN

* you will need to decide if you want to use Lender Name: EI.&EJEKT FEAUEREL Lender OE Code: 305317 Branch Code:
the existing MPN or create a new one.

 USE NEW MPN: ASA shall process this cedification as a NEW MPN. A new MPN recard will be created

Important: regardless of any prior MPM on file. You may provide a valid lender code in the space below:
o verify that the lender information on the Lender OF Code: Branch Code:
existing MPN. If the borrower has
switched lenders, you must create a Do Not Print MPR: ™
new MPN.
Save | Clear Cancel |

If No MPN is Found: do the following:

a. Enter the Lender OE Code and Branch Cottoned:
b. Go to step 9.

If a Valid MPN is Found: Determine if you want to use the
existing MPN, or create a new MPN.

To Use the Existing MPN:

i.) Click the Use Current MPN radio button (see bot-
tom of previous figuration:

ii.) Go tostep 10
To Create a New MPN:

i.) Click the Use New MPN radio button (see bottom of
previous figure).

ii.) Enter the Lender OE Code and Branch Cottoned:
iii.) Go to step 9.

Adding Loans in MODEL Direct 13



More about the
Do Not Print MPN
Checkbox...

By default, the system checks
to see if the application
requires the printing of an
MPN. In some cases, you may
want to deliberately suppress
the processing of an MPN (for
example, the borrower filled
out a paper MPN in your
Financial Aid Office, and you
already have it in hand).

In such cases, check the Do
Not Print MPN checkbox.

9. Do you want an MPN printed with the application?

No: Check the Do Not Print MPN box (see figure above and
sidebar at right)

Yes: Leave the Do Not Print MPN box (MODEL Direct will
determine if an MPN is needed, and print one if necessary).

10. Click the Save button

You'll see one of the following:

o

If you've violated a business rule, you'll see a error message
dialog box (similar to the following):

[Microsoft Internet Explorer B x|

The Permanent Street Address Flag can not be set to Yes while addvess line 1, city, state, or 2ip cods infarmation is missing. Press OK ta set the flag to
Mo and continue your update. Press Cancel to edit again

In this example, the Valid Address flag was set to Yes, but no address
information was provided.

If your Loan add was successful, you'll see the following:

Add Loan Certify Disbursements Reports CommonLine Tools
Loan Inquiry/Update PLUS Files
Transaction succeeded.

Important: You will see additional warnings if:
e MODEL Direct saved your application, but:
o other issues could result in processing problems

Add Loan Certify Disbursements Reports CommonLine Tools
Loan Inquiry/Update PLUS Files
Transaction succeeded.

Marmning(s)

o Ourrecards indicate that BOSTON COLLEGE is not a Guarantor approved institution,
+ Ourrecords indicate that School BOSTOMN COLLEGE is not & Department of Education approved
institution.

14
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Important: After
July 1, 2004...

The PLUS MPN application will

be your only option.

e PLUS Common applications
(both full apps and FastAps)
will no longer be in use, and
the functionality to add
PLUS Common Apps will be
disabled/removed from
MODEL Direct

Adding a PLUS MPN
Application

(0 To ApD A PLUS MPN APPLICATION IN MODEL DIRECT

1.

From the MODEL Direct Home page, select the Add Loan link:

i
Loan Certify Disbursements Reports CommonLine Tools
Inquiry/Update PLUS Files

Add Loan pLUS Dishursements Reports CommonLine Tools
Loan InquirylUpdate  Certification i
 Template Request

m Ommon ;nn

© Full Application
© Cenification Only

You'll see the following screen, where you are prompted for the
Borrower and Student Social Security Numbers:

Add Loan Certify Disbursements Reports CommonLine Tools
Loan InquiryUpdate  PLUS Files

lease Enter Borrower's Social Security: |

lease Enter Student's Social Security:
Search | Reset

3. Do the following:

a. Enter the borrower’s SSN,
a. Enter the student’s SSN, and:
b. Click the Search Button
The Add PLUS MPN screen appears:

Adding Loans in MODEL Direct
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Fields with a red asterisk (or
comments in red) indicate that
the field is required.

Note: if an editable field is not
required, you can add it later
via the Loan Inquiry/Update
menu (see page 35).

Borrower
Section

Note: if a borrower
application was
already on file,
existing fields will be
filled in as available.

Click a button to

ASA Direct

BOSTON COLLEGE Rdd Loan PLUS
Loan InguiryUpdate  Certification
« Tetnplate Request
e PLLIS MPR
* PLUS Common App *Reguired

o Full Application
o Cetification Qnly

Last Name:Charles

First Name|\/ermette

SSN". 014.52.3495
Perm. Address:[355 Dedham Road |
addressLinez|

City:|Hingharn
Zip Code:02043

s this avalid address?| es ~|
Phone Number:7817481212
Driver's License

Number;|
Redquested Loan Amount;
Citizenship Status:| US Citizen [

Employer
Name:|

Dishursements Reports CommonLine Tools

School Section

ML|A
Birth Date:|12 14 1|19s7

State:| MA - Massachusetts 2

Country]

Email:|
State:| MA - Mot Provided =

Alien ID,
for Mon-|
Citizens:

Perm. Address:|

Address Line 2;
City:
Zip Code:

Phone Humber:|

Borrower completed References ?  yes  No
‘Valid Borrower Signature ? ¢ yes " No

Borrower Signed Date:, i I

jump to the given
section on the page.

i

Student
Section

B

School
Information

i

Disbursement
Information

-

—
| ot ection_|

State:| NA - Mot Pravided 2

Country]

School Section

n Streen - Student Section

Last Name:Adams

First Name:|Charles

SSN: 041-90-5866

School Ir n

‘School O Code: 002128 Branch: | 00- BOSTON COLLEGE x

Loan Period

startoate: | [ o[
Grade Level: [Frashman 7]

Anticipated GraduationDate: [ [ ;[
PLUS Certified Loan Amount: [

ML|F
Birth Date:|12 i3 1j198s

Student Section

School Section

End Date: i 1
Enroliment Status: | Full Time a

Dates , indicate

st l_/l_fl_ Hold ¢ Release ©
ma [ o[ [ Hold € Release O
3rd l_/l_fl_ Hold © Release €
Ath l_/l_fl_ Hold ¢ Release ©
|ﬂ| Cancel

Continue with MPN Selection

16
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4. Modify or view the following information in the borrower sec-
tion:

a. Enter the following demographic information:

*Required
Last Namex|
First Name | M
SSN* 014.52.3487 mithbate] [ [
Perm. Address:|
Address Line 2|
City] State:| MO - Missouri -
Zip Code] Country;
Is this a valid Yes ¥
Phone Number:| Email:}
Field Notes
Borrower Last Name/ Last Name and First Name are required.

First Name/MI

Borrower SSN Read Only

Borrower Birth Date

Borrower Perm Address

Borrower Address Line 2

Borrower City/State/Zip
Code/Country

Is this a valid address? Select Yes or No from the dropdown menu.

Phone Number

b. Enter the following License, Lender and Citizenship infor-

Driver's License
Number State:| MO - Missouri =l
Lender| Branch:
Reduested Loan Amount:|
Alien ID for,
Citizenship Status:| US Citizen - Non |
Cilizens:

Field Notes

Driver’s License Number

Driver’s License State Select the state/territory from the dropdown
list.
Lender/Branch Important: enter the OE Code (not the

bank/branch name).

Requested Loan Amount

Citizenship Status Select either US Citizen or Qualified non-
citizen from the dropdown list.

Alien ID for non-citizens If not a US Citizen, enter your Alien
Registration Number in this area.
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c. Answer the following questions (by clicking the Yes or
No radio button):

Borrower completed References ?  yes © No
‘Valid Borrower Signature ? ¢ yes " No

Borrower Signed Date:, i I

- Borrower completed References?
- Valid Borrower Signature?

d. Do you have a Valid Borrower Signature?
No: Go to step 5.

Yes: Enter the borrower sign date (in MM/DD/YYYY for-
mat - see previous figure).

5. Enter or view the following in the Student Section:

i
Last Name:|
First Name | ML
SEN: 041-90-5879 Birth Date| i i

[ oo secion [ e secin [ oo |

Field Notes

Last Name/First Name/MI Last Name and First Name are required.

Borrower SSN Read Only

Borrower Birth Date

6. Enter or view the following in the School Information section:

School Information

School OF Code: 002498 Branch: | 00 - PARK UNIVERSITY >

Loan Period

startpate:[ [ ] Enapate: | [ ([
GradeLevet: [Freshman =] Enrolmentstatus: [Ful Time =]
anticipated GracuationDate: [ [ [
PLUS Certified Loan Amounts [

Field Notes

School OE Code Read only

School Branch Code If applicable, select from the dropdown list.

Loan Period From/to Date Enter in format MM/DD/YYYY
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Field Notes

Grade Level Select one of the following from the dropdown list:
Freshman (GRADELEVEL_01)

Sophomore (GRADELEVEL_02)

Junior (GRADELEVEL_03)

Senior (GRADELEVEL_04)

Year 5 Undergrad (GRADELEVEL_05)

1st Year Grad (GRADELEVEL_A)

2nd Year Grad (GRADELEVEL_B)

3rd Year Grad (GRADELEVEL_C)

4th Year + Grad (GRADELEVEL_D)

Enroliment Status Select one of the following from the dropdown list:
o Full Time (F)
e At Least Half Time (H)

Anticipated Graduation Enter in format MM/DD/YYYY.
Date

Estimated Financial Aid

PLUS Certified Loan

Amount
7. Process Recommended Dis-
bursement Dates as follows: ot Tt © retease ©
. a0 [ [ How © Release ©
a. Enter the disbursement i [T © e ©
date(S), and: ath l—/l—/l— Hold © Release O
Do Not Print MPN: [~
b. Select the Hold or [ —
Release button
(optional).

8. Click the Continue with MPN Selection button:

Recommended Disbursement Dates , indicate Hold/Release Dishursement

s fiz fis gfaos Hold © Release O

2nd l_rl_rl— Hold © Release O

3rd l_rl_rl— Hold © Release O

4th l_rl_rl— Hold © Release O
Continue with MPM Selection | | clear | cancel |

The screen refreshes, and you'll see one of the following:
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MPN.

Do Not Print MPN: [~

Savel Clearl Cancel |

If an MPN is found, you'll see the screen at
right.

« you will need to decide if you want to use the
existing MPN or create a new one.

Important:

o verify that the lender information on the
existing MPN. If the borrower has
switched lenders, you must create a
new MPN.

The Borrower has no useable MPHN on file with ASA. You will need to process this certification as a hew

If no MPN is found, you'll

Lender OE Code: | Branch Code: see the screen on the left.

' USE CURRENT MPN ON FILE: ASA has verified its system and found the following valid MPMN

Lender Name:

FLEET NATIONAL | enuer OF Code: 805317 Branch Code:

 USE NEW MPN: ASA shall process this cedification as a NEW MPN. A new MPN recard will be created
regardiess of any prior MPMN on file. You may provide & valid lender code in the space below:

Lender OE Code: Branch Code:

Do Not Print MPN: [~

Savel Clear Cancell

If No MPN is Found: do the following:

a. Enter the Lender OE Code and Branch Code (see top of

previous figure), and:

b. Go to step 9.

If a Valid MPN is Found: Determine if you want to use the
existing MPN, or create a new MPN.

To Use the Existing MPN:

i.) Click the Use Current MPN radio button (see bot-
tom of previous figuration:

ii.) Go to step 10.
To Create a New MPN:

i.) Click the Use New MPN radio button (see bottom of
previous figure).

ii.) Enter the Lender OE Code and Branch Cottoned:
iii.) Go to step 9.
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9. Do you wantMODEL Direct to determine if an MPN is needed, or

do you want to suppress the printing of an MPN? (for example,
you already have a signed paper MPN from the borrower):

If you want MODEL Direct to make a determination: leave
the Do Not Print MPN checkbox blank.

If you want to suppress MPN Printing: check the Do Not
Print MPN checkbox.

10. Click the Save button.

One of the following occurs:

o If your PLUS Loan is
processed success-
fully, you'll see the fol-
lowing:

Loan Certity Disbursements Reports CommonLine Tools
Loan  InquiyUpdate  PLUS Files
e

o If you are missing
required data, you will see a dialog box advising you of the con-
dition (see figure on page 14).

Correct the condition, and resave the application.
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Important: After
July 1, 2004...

PLUS Common applications
(both full apps and FastAps)
will no longer be in use, and
the functionality to add PLUS
Common Apps will be disabled/
removed from MODEL Direct.

Adding a PLUS Full App

(0 To ApDp A PLUS FuLL APP IN MODEL DIRECT

1. From the MODEL Direct Home page, select the Add Loan link:

Loan
Inquiry/Update

Certify Disbursements Reports CommonLine Tools

PLUS

Files

» Template

» Stafford MPM

» P

» PLUS MPMN

Add

Loan  InquiryUpdate  Certification

Loan PLUS Dishursements Reports CommonLine Tools

Request

You'll see the following screen, where you are prompted for the
Borrower and Student Social Security Numbers:

A Password

Logout

Add

Loan

Loan
InquiryUpdate

Certify Disbursements Reports CommonLine Tools

PLUS

lease Enter Borrower's Social Security: |

lease Enter Student’s Social Security:

Search | Reset

Files

3. Do the following:

a. Enter the borrower’s SSN,
a. Enter the student’s SSN, and:
b. Click the Search Button
The Add PLUS Full App screen appears:
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Fields with a red asterisk (or
comments in red) indicate that
the field is required.

Note: if an editable field is not
required, you can add it later
via the Loan Inquiry/Update
menu (see page 35).

Add
Loan

s Template

o Stafford MPH
+ PLUSMPN
+ PLUS Common App

Loan
InguiryUpdate

Certify Disbursements Reports CommonLine Tools
PLUS Files

Student Section School Section

[ @ Eull Application REEquiEd]
o Certification Only
Last Name:lm
First Name“:lF MI:IJ_
SSN*. 000-00-0000 BirthDatefic [z s[feE0 |
Perm. Address:|35 Starr Road
Address Line 2;
City:[Norwell State:| MA - Massachusetts =
Zip Code:[02081 Countrye[USA |
Borrower Is this avalid agdress[ves =]
Section Phone Number:|7816581212
Driver's License
Number:|S9350447 State:| Ma - Massachuseits -
Lender:|316581 Eranch:luz—
Note: if a borrower Requested Loan Amount2525
appllcatlon was Cnizenshin?tmus:m ]
" State of Legal Residence:| M# - Massachusetts = Smce:lw_ tlUg— ’W
already on file, Employer
existing fields will be Rlere Jrole —
f . City:|Hingham State:] - Massachusetis =
ﬁ”ed In as aVa||ab|e. Phone Number:|7817401212
Borrower current deliquent? © Yes & No
Borrower authorized EFT ? & Yes © Mo
Outstanding loan dlshurs;:iﬁ;fgg ves € No
if Yes, does borrower wish to:
Postpone Payment ?  Yes  No
Capitalized Interest ? " Yes ¢ No
Borrower completed References ?  Yes ' No
Valid Borrower Signature 7 © ves © No
Borrower Signed Date:l12_ 1'05_ 1|W
=it
PLUS Full App
Last Name:m
Student FirstNameflanet m
Section SSN: 014.52.3494 BirthDateos,[08 frees

Citizenship Status:| US Citizen i

Student current deliquent? © ves ' Np
Valid student's Signature ? &' yes " No

Student Signed Date:|12 1|05 1]2003

L

Click a button to jump to the.
given section on the page

e e ST

School OF Code: 002498 Branch: | 00 - PARK UNIVERSITY

Loan Period

School frompate: [ [0 2008 Tobate: 05 sfar j[2004
Information Grade Level: | Frashman - Enroliment Status: |Full Tirme -

Anticipated Graduation Date: [12 (31 ([ooo7
Cost of Attendance |45000—
Estimated inancial Ait: [25000
PLUS Certified Loan Amount: [5000

Recommended Dishursement Dates , indicate HoldRelease Disbursement

tst ot o1 [E004 Mol © Releass &
ad o 30 [E004 Mo © Relesse @
s [ [ u[ Mo © Releass ©
ath l_tl—/,— Hold © Releage

Disbursement
Information

L
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4. Modify or view the following in the borrower section:

a. Enter the following demographic information:

*Reguired

Last Name:|Harrison
First Name | lames

SSN*: 000-00-0000

Perm. Address:[35 Star Road
Address Line 2:}

Citys[Norwell
Zin Codes[02061

Is this a valid address?| Yes >

Phone Number:| 7816591212

M|
Birth Date:|10 (08 11960

State:| MA - Massachusetts [
Countryz|USA

Field Notes

Borrower Last Name/First
Name/MI

Last Name and First Name are required to
create a loan record.

Borrower SSN

Read Only

Borrower Birth Date

Borrower Perm Address

Borrower Address Line 2

Borrower City/State/Zip
Code/Country

Is this a valid address?

Select Yes or No from the dropdown menu.

Phone Number

b. Enter the following License, Lender and Residence infor-

mation:

Number:|S33504A7

Lender:|Fleet

Requested Loan Amount:|2526

Citizenship Status:| LIS Citizen B

State of Legal Residence:| MA - Massachusetts

State:| MA - Massachusetts [~
Branch:|Holt

since10 o8 s[1980

Field Notes

Driver’s License No.

Driver’s License State

Select the state/territory from the dropdown list.

Lender/Branch

Important: enter the OE Code (not the bank/
branch name).

Amount

Requested Loan

Citizenship Status

Select either US Citizen or Qualified non-
citizen from the dropdown list.

State of Legal
Residence

Select the state/territory from the dropdown list
(should match the driver’s license state).

{State of Legal
Residence} Since

Enter the date (in MM/DD/YYYY format) when the
borrower began residence in the state specified
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c. Answer the following questions (by clicking the Yes or
No radio button):

Borrower currently deliquent?  Yes © No
Borrower authorized EFT 2 & yes  No

Outstanding loan disbursed before .
7110032 ¢ Yes £ No

if Yes, does borrower wish to:
Postpone Payment 7 yos ' No
Capitalized Interest 7 - ~ yes " No
Borrower completed References 7 (~ yeg ( No
Valid Borrower Signature 7~ ypg  No

Borrower Signed Date12 J[05  ;[2003

- Borrower currently delinquent?
- Borrower authorized EFT ?
- Outstanding loan disbursed before 7/1/1993 ?
- if Yes, does borrower wish to:
e Postpone Payment ?
¢ Capitalize Interest ?
- Borrower completed References ?
- Valid Borrower Signature?

d. Do you have a Valid Borrower Signature?
No: Go to step 5.

Yes: Enter the borrower sign date (in MM/DD/YYYY for-
mat - see previous figure).

5. Enter or view the following in the Student Section:

PLUS FUll Appli

Last Name:|Harrison

First Name':|Jangt M
SSN: 000-00-0000 Birth Date:|08 ij09 11985
Citizenship Status:| U3 Citizen b

Student currently deliquent?  Yes = No
Valid student’s Signature 7 & yes ' No

Student Signed Date:|12 105 1)2003
[ soosisecion|

Field Notes

Last Name/First Name/MI Last Name and First Name are required.

Borrower SSN Read Only

Borrower Birth Date

Citizenship Status Select either US Citizen or Qualified non-
citizen from the dropdown list.

Student Currently Delinquent? Select the Yes or No Radio button

Valid Student Signature?

Student Signed Date If the student provided a signature, enter the
date (in MM/DD/YYYY format).
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Enter or view the following in the School Information section:

School OE Code: 002498 Branch: | 00 - PARK UNMERSITY

Loan Period

Frompate:[11 gfm ifzome Tooate:[05 31 [zooe
GradeLevet [Freshman =] Enrolment Status: [Ful Time =]
Anticipated Graduation Date: [12 ;[31;[2007
Costof Attendance [45000
Estimated Financial Aid: [25000 |
PLUS Certified Loan Amount: [5000

Field Notes

School OE Code Read only

School Branch Code If applicable, select from the dropdown list.

Loan Period From/to Date Enter in format MM/DD/YYYY.

Grade Level Select one of the following from the dropdown list:

e Freshman (GRADELEVEL_01)

¢ Sophomore (GRADELEVEL_02)
Junior (GRADELEVEL_03)

Senior (GRADELEVEL_04)

Year 5 Undergrad (GRADELEVEL_05)
1st Year Grad (GRADELEVEL_A)

2nd Year Grad (GRADELEVEL_B)

3rd Year Grad (GRADELEVEL_C)

4th Year + Grad (GRADELEVEL_D)

Enrollment Status Select one of the following from the dropdown list:
e Full Time (F)
e At Least Half Time (H)

Anticipated Graduation Date Enter in format MM/DD/YYYY.

Cost of Attendance

Estimated Financial Aid

PLUS Certified Loan Amount

Process Recommended Disbursement Dates as follows:

tst [0 4[5 42004 Hold © Release @
200 [ir [0 [0 b © Release
aa [ 4[4[ Hold € Release
4th l_f,—tl_ Hold © Release

a. Enter the disbursement date(s), and:
b. Select the Hold or Release button (optional)
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8. Click the Save button.

One of the following occurs:

o If your PLUS Loan is processed successfully, you'll see the fol-
lowing:

Add Loan Certify Dishursements Reports CommonLine Tools
Loan  InguiryUpdate  PLUS Files
Transaction succeeded

o If you are missing required data, you will see a dialog box advis-
ing you of the condition (see figure on page 14).

Correct the condition, and resave the application.

Certifying a PLUS Fastap

Important: After
July 1, 2004...

PLUS Common applications
(both full apps and fast apps)
will no longer be in use, and
the functionality to add PLUS
Common Apps will be disabled/
removed from MODEL Direct.

(0 To CERTIFY A PLUS FASTAP IN MODEL DIRECT

1. From the MODEL Direct Home page, select the Add Loan link:

5

Loan Certify Dishursements Reports CommonLine Tools
Inquiny/Update PLUS Files

Add Loan PLUS Dishursements Reports CommonLine Tools
Loan  InquiryUpdate  Certification il
» Template Request

« Stafford MPH

» PLUSMPN

» PLUS Common App
o] A [r}

Aoplicaiion
o Cerilicaton Only

You'll see the following screen, where you are prompted for the
borrower and Student Social Security Numbers:
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Note: if a borrower
application was already
on file, existing
demographic fields will
be filled in as available.

Borrower
Section

Student
Section

—

School
Information

L

Disbursement
Information

L

3. Do the following:
a. Enter the bor-
rower’s SSNI Add Loan Certify Dishursements Reports CommonLine Tools

b. Enter the stu-
dent’s SSN, and:

c. Click the Search
Button.

Files

Please Enter Borrower’s Social Security:
Please Enter Student's Social Security:

The Add PLUS Fastap screen appears:

Template

Stafford MPK
PLUS MPH
PLUS Common App
o Full Application
o Cetification Only

Add Loan Certify Dishursements Reports CommonLine Tools
Loan InguinyUpdate  PLUS i
“Required

Last Name*: |Hanson
First Name*: |.John MI:|R

SSN*:000-00-0000
Perm. Address*: |34 Morley Place

Address Line 2:
City* [Seituate State’s[ MA- Massachusetts |
Zip Code: [02065 Country: [USA

Is this a valid address?|ves v
Phone Number: |7815451212

Lender: [815451 Branch: [02

SSN: 000-00-0000

Last Name*: |Hanson
First Name*: |Linda M |R

School O Code: 002498 Branch: [00 - PARK UNIVERSITY =
Anticipated Graduation Date*:[05 ([51 ;[z007
Grade Level": [Sophamore -

Enroliment Status ;| At Least Half Time =

Loan Period

Frompate:[01 ,[01  ([2004  topaten[05 s[5t sfa004
Costof Attendance” [s000
Estimated Financial id~:[2000
PLUS Certified Loan Amount™ [3000

Recommended Dishursement Dates , indicate Hold/Release Dishursement
wst= [0 ot [204 | Hod © Release &

g [oa 430 J[204 | How © Releass ®

s [ [ [ Hod O Relesse ©

an [ [ [ Mo € Release ©

Save | Clear [ Cancel

Fields with a red asterisk (or comments in red) indicate that the field is required.

Note:

* Most fields are required on a Fastap (see table on next page).

« if an editable field is not required, you can add it later via the Loan Inquiry/Update menu (see page 35).
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4. Modify or view the following information in the Borrower sec-

tion:
Last Name/First Name Y
MI N
SSN Read Only
Birth Date Y
Perm Address Y
Address Line 2 N
City/State/Zip Code/ Y
Country N
Is this a valid address? Y Select Yes or No from the
dropdown menu.
Phone Number N
Lender/Branch N Important: enter the OE Code
(not the bank/branch name).
5. Enter or view the following in the Student Section:
S R n- Siudant Section
LastName® [Famson |
FirstName*:[Linda | MR
Last Name/First Name/MI Last Name and First Name are required.
Borrower SSN Read Only

6. Enter or view the following in the School Information section:

Schaol OF Code: 002408 Branch: |00 - PARK UNIVERSITY »]
Anticipated Graduation Date*: lEIS— i l31— i W NOte: a ”
Grade Lml*:lm flelds are
Enroliment Status: [ A Least Half Time ] required

Loan Period

From nate*:lm—;lm—;lm To Date™ lﬂﬁ_fliﬂ_flw
Cost of Attendance™ IF
Estimated Financial fid=[2000 |
PLUS Certified Loan Amount=[3000 |
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Field Notes

School OE Code Read only

School Branch Code If applicable, select from the dropdown list.

Anticipated Graduation Date Enter in format MM/DD/YYYY.

Grade Level Select one of the following from the dropdown list:
e Freshman (GRADELEVEL_01)

¢ Sophomore (GRADELEVEL_02)

Junior (GRADELEVEL_03)

Senior (GRADELEVEL_04)

Year 5 Undergrad (GRADELEVEL_05)

1st Year Grad (GRADELEVEL_A)

2nd Year Grad (GRADELEVEL_B)

3rd Year Grad (GRADELEVEL_C)

e 4th Year + Grad (GRADELEVEL_D)

Enrollment Status Select one of the following from the dropdown list:
e Full Time (F)
e At Least Half Time (H)

Loan Period From/to Date Enter in format MM/DD/YYYY

Cost of Attendance

Estimated Financial Aid

PLUS Certified Loan Amount

7. Process Recommended Disbursement Dates as follows:

Recommended Disbursement Dates , indicate HoldRelease Dishursement

tst 01 ([0Tg[2006  Hog © Release &
nd i g[30 004 How © Release &
3rd l_/l—/l_ Hold © Release ©
ath l_/l—/l_ Hold © Release ©

a. Enter the disbursement date, and:
b. Select the Hold or Release button (optional).

8. Click the Save button.
One of the following occurs:

o If your PLUS Loan is processed successfully, you'll see the fol-
lowing:

Add Loan Certify Disbursements Reports CommonLine Tools
Loan  InquiyUpdate  PLUS Files
Transaction succeeded

o If you are missing required data, you will see a dialog box advis-
ing you of the condition (see figure on page 14).
Correct the condition, and resave the application.
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Working with a Loan Template

When you need to enter multiple loans with similar information (i.e., sev-
eral loans with the same disbursement date, same loan period, etc.). you
can create a template - and avoid keying repetitive data.

In the following example, we're planning to add all loan data for incoming
freshman. All of them have the same:

¢ Branch Code,

e Loan Period Dates,

e Stafford Subsidized/Unsubsidized split,
¢ Disbursement Dates,

e Grade Level, and:

¢ Enrollment Status.

Lastly:
e All require the printing/processing of an MPN.

We create a template in which all available fields are filled in:

» Template Add Loan Certify Dishursements Reports CommonLine Tools
Loan Inquiry/Update PLUS Files

School Information

Stafford MPN
PLUS MPR

PLUS Comman App
o Full Anplication School OF Code: 002498 Branch: | 00 - PARK UNVERSITY =
o Cerification Only Loan Infarmation
Loan Period

r— From Date: |09 i ij2004 ToDate: [05 kL ij2005

Certified Loan Amounts
Subsidized: |1312 Unsubsidized: |1313 —

Recommended Dishursement Dates , indicate Hold/Release Dishursement

st oo fo7 [2004 Held € Release ©
ma o5 ot 2005 hoid © Release ¢ —
s [ [ [ Had © Release ©
[ [ [ Mo © Release ©

Grade Level: Freshman hd
Enroliment Status: Full Time =
Anticipated Graduation Date: |05 1131 ! 2007\

Do Not Print MPN: [
Save | Clear

Branch  Loan Period Grade Level, I Sub/UnSub

Code (Start Date/End Date) Enrollment Status, Amounts
and Anticipated

Do Not Print MPN Flag (unchecked in this Graduation Date Disbursement

example, because we're entering loans for Dates

incoming freshman who require an MPN).
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When we go to add a new Stafford Loan, all fields from the template are
filled in for the new loan. We need only add student-specific information:

Add Loan Certify Dishursements Reports CommonLine Tools
= Template Loan Inquiry/Update PLUS Files
» Stafford "Required
e PLUS Full
» PLUS Fasity
I
School OF Code: 002438 | Branch: [0 - PARK UNVERSITY =] I
Borrower's Last Name: |
First Name*": M
t Birth
SSN": 015-66-2345 e i i
Perm. Address:
Address Line 2:
City: | State: |NA- Mot Provided j
Information Zpcose:[ comre [
from the Is this a valid address? |Yes »

template is Phone Number: [
automatically Ernail Address:
added when Lentter 0 Code: [ Branch

I‘n“
you enter a GradeLevet [Freshman ]
new loan. Enroliment Status: | Full Tirme -
Anticipated Graduation Date: (09 131 12007

Loan Period

From Date: [09 it ij2004 To Date: |05 JEL s|z005

Certified Loan Amounts (At least one Certified Loan Amount Must be campleted).

Subsidized: |1312 Unsubsidized: |1313

Recommended Dishursement Dates , indicate Hold/Release Dishursement

st o5 o7 s[zo08 Hold ©  Release ©
Note: yOU 2nd |05 o |z005 Hold ©©  Release
can choose to

i 3rd Hold © Rl e
override the " ! ! o Cleaze
template 4th i i Hold ©  Release O

fields if Do Not Print MPN: [~
necessary.

Sawe | Clear | Cancel
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(0 To CREATE A LOAN TEMPLATE:

1. From the MODEL Direct Home page, select the Add Loan link:

Loan Certify Dishursements Reports CommonLine Tools
Inquiny/Update PLUS Files

(7/7/74

Qicsourt Direct for Educational {oans

= Add Loan PLUS Dishursements Reports CommonLine Tools
Loan  InquiryUpdate  Certification Files
» Template Request

« Stafford MPH
» PLUSMPN
» PLUS Common App
© Eull Application -
o Ceflification Gnly

You'll see the Loan Template Screen:

Y /7/7/74

Missourt Disect for Edu sans.
» Template Add Loan Certify Dishbursements Reports CommonLine Tools
Loan Inguiry/Update PLUS Files
# Stafford MPRN 10l Information
» PLUSMPM
& PLUE Common App
o Full Anplication School OF Code: 002498 Branch: | 10 - PARK UNIVERSITY »
o Ceification Only Loan Inforrmation

Loan Period

From Date: |09 Ll ijzo04 To Date: |05 el ]2005

Certified Loan Amounts

Subsidized: IT Unsubsidized: |1313
Recommended Dishursement Dates , indicate HoldRelease Dishursement
1st IUEI_rIU?_JW Hold ©  Release ©

2nd lﬂﬁ_rlm—.ilm Hold ©  Release

3rd l_rI—J Hold ©  Release

an [ [ [ Hod © Release ©

Grale Level: Freshman 'I
Enroliment Status: Full Time 4
Anticipated Graduation Date: |05 131 1 QDDT|

Do Not Print MPN: [~

Sawe | Clear
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Important...

¢ Your template is only
available to you during your
current login session.

- You cannot share a
template across multiple
browser sessions on the
same machine.

- Your template is not
saved if your session
times out due to
inactivity.

¢ You can modify your
template by:

- returning to the
Template Screen,

- editing your template,
and:

- saving your changes.

¢ When adding a loan, you
can override fields populated
by the template.

3. Enter any or all of the following fields:

Field Notes

School Branch Code If applicable, select from the dropdown list.
Loan Period From/to Date Enter in format MM/DD/YYYY.
Certified Loan Amount While not required for the template, all Stafford loans

must have either a subsidized or unsubsidized
amount specified.

Disbursement Date/Status e Enter Date (in MM/DD/YYYY format), and:
¢ Select the Hold or Release radio button
(optional).

Grade Level Select one of the following from the dropdown list:
Freshman (GRADELEVEL_01)

Sophomore (GRADELEVEL_02)

Junior (GRADELEVEL_03)

Senior (GRADELEVEL_04)

Year 5 Undergrad (GRADELEVEL_05)

1st Year Grad (GRADELEVEL_A)

2nd Year Grad (GRADELEVEL_B)

3rd Year Grad (GRADELEVEL_C)

4th Year + Grad (GRADELEVEL_D)

Enroliment Status Select one of the following from the dropdown list:
o Full Time (F)
e At Least Half Time (H)

Anticipated Graduation Date Enter in format MM/DD/YYYY.

Do Not Print MPN See sidebar on page 14.

4. Click the Save button.
5. The following occurs:

o You'll see the following screen, alerting you that your template
was saved and is available:

Add Loan Certify Disbursements Reports CommonLine Tools
Loan InguiryUpdate PLUS Files

SAVE SUCCESSFUL

o When you create new loans, your template information will
appear in the field(s) you added (see page 32).
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CHAPTER 3

Before you
begin...

By regulation, you can only
view application, loan and
disbursement data associated
with your institution.
For example:
¢ Jane S. has transferred into
your school from another
school.
You cannot view application,
loan and disbursement data
from the previous school.
MODEL Direct will alert you if
you do not have the required
privileges or relationship to
view a specific record. For
more information, see your
system administrator or
MODEL Direct school
representative.

LOAN INQUIRIES AND UPDATES
IN MODEL DIRECT

From the Loan Inquiry/Update Menu you can view and/or modify:

¢ Application Detail (including a PDF copy of the borrower’s MPN -
see page 40)

e Loan Detail (see page 54)
e Demographic Information (see page 59)

e Summary information for the borrower (on the Master Borrower
Screen - see page 60)

e Summary information for the Student (on the Master Student
Screen - see page 66)

e Data on borrower Claims and Preclaims (see page 71 and page
73)

¢ Holds and Releases (see page 75)
You can also:

e Update multiple hold/release statuses with one transaction
(see page 77)

The Inquiry Search Screen

You search for application and loan records in MODEL Direct by:

¢ Demographic information (SSN, Last Name/First Name combina-
tion),

e CommonLine ID (if the application or loan record was submitted
via CommonLine file), or:

e Loan ID (a unique ID assigned to each loan record by the sys-
tem, in the format LOAXXXXXXXXX):
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Certify Dishursements Reports CommonLine Tools
PLUS

o
Loan [ InguinyUpdate

From the MODEL Direct Home Page, click the

| Loan Inquiry/Update

e

You can change the Hold/

H Add Certify Dishursements Reports CommonLine Tools
Release status of multiple SN Laan PLUS Files
records (see page 77). ____| = Muliple Updates
o HoldRelease Flag To Search for a person, please enter $5M or Name, or you may search by the CommonLine Unigue |D or

MDHE Loan 1D You may also access one of MODEL's "Multiple Update" features by clicking a link in the 1eft
menu.

Person Search

Social Security Nurmber: l—
e See page 37 for Last Name: —
restrictions on First Name: [ w:[
Person searches. Date of Birth: [ .

—— Search Reset

CommonLine ID Search To search for applications by a CommanLine |D, please enter the ID.

CommonLine ID:
. Search Reseat

To gsearch for a loan, please enter the [oan 10,

Loan ID:
Search Reset

Loan ID Search

Consult the chart below to determine which type of query to use:

Use This when you have this information... to perform these actions:
Inquiry type...
Person Search e SSN, or: ¢ View Application Data (see page 37).
* a Name/Phone Number combination * Download a borrower’s MPN (see page 39).

¢ View/modify Loan Detail (see page 54).
« View/modify Demographic Information (see page 59).
¢ View Borrower Summary Information (see page 75).

CommonlLine ID a Commonline File ID e view an application submitted via a CommonlLine file (see page
37).
Loan ID a Loan ID (in the format LOAOO0OXXXXX) * view specific loans associated with a borrower/student of your

institution (see page 54).
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sD°i"9ha" Application (J To PERFORM AN APPLICATION SEARCH:
earc

1. Log into MODEL Direct, if you have not already done so (see
page 2).

2. From the MODEL Direct Home Page, select the Loan Inquiry/
Update link (see figure on page 36).
3. In the Person section, enter:

o an SSN, or:
o a Name/Date of Birth combination, or:
o a Commonline ID.

| socialsecurtymumper:|
Last Name: l—
If you search by SSN or First Name: — M
Commonline ID, the Date of Birth: T
Application detail window —— soarsh | _Reset |

appears (See page 40).

To search for applications by a CommonLine |D, please enter the D

L | CommonLine ID: |0022110000P058521

Search Reset
You can also search by:
Social Security Number:
¢ last name, or: _— e e
¢ acombination of name (First/Last/MI) | FirstMHame: LB
and date Of blrth. Date of Birth: 12 P16 i|1964
Reset

Searches Returning Multiple Records...

-

Add Loan Certify Dishursements Reports CommonLine Tools
e Person Search Loan InquiryUpdate PLUS Files
O DD Ui SSN Last Name First Name Middle Initial Date of Birth
© HoldiRelease Flag
000-00-0000 MITH DANA ] 05/24/11871
000-00-0000 MITH JEREMY J 020111872
000-00-0000 MITH QUAN G 0e/041970

3 matches were faund.

o If your search returns between 2 and 20 names, you'll see a screen similar to the
figure above. Click on the SSN link to open the Application Detail window (see
page 40).

o If your search returns more that 20 names, you will be advised to refine your
search by entering a first name and/or Date of Birth.
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Once you've selected a specific account, the Application List
window appears:

/(7774
Save you rself LB ! ot Mo
time... €
Add Loan Certify Dishursements Reports CommonLine Tools
If you need to perform more o Person Search Loan  InquiyUpdate  PLUS Files
than one task for an individual, o Application List To wiewiupdate application detall, click an the applicatian ID
. . © Loan Detail
use the links at right to work © Demographics )
with their account. It will save © lasler Borrower S TTRTE T
t o Master Student Name: LISAANES
you the effort of having to re- o Claims and Preclair]
enter your search criteria. o HoidandRelease J gm appiication ID: APPO00BS0945
Loan Loan ertified Amount i View
Twe | Status Date Approved Receive Date |° |° | Details | | OO
$1,833.00
SF  |Approved 1300172003 12/01/2003 Y| Y Download
$1,667.00
SU mpproved [fol 120012003 |¥ Y| ¥ | Downloag

view Details column identifies loans/applications you may vies in detail. Far privacy reflsons, you ry view
aonly the detail for Ioans and applications associated with your institution, i.2., your institltion is the leffder,
holder, sewicer o school on the application record

Click this link to view Application Detail (see page 40).

Note: you can only view Application Detail if the
Application Details field equals Y.

Click the Download link to view and/or print a PDF copy of the borrower’s MPN (see page 39)

¢ Only available when:
- the guarantor holds the original MPNs, or:
- the ESign process is used by the guarantor.

4. View the following:

Field Description/Notes

Loan Type One of the following:

e SF Stafford Subsidized

e SU Stafford Unsubsidized
e PL PLUS

e SL SLS

e CL Consolidation

e RF Refinanced

Loan Status One of the following:
e A Approved

e B  Approved For Disbursement
o I Incomplete
e R  Rejected

Approved/Certified

Amount/Date Approved

Application Receive

Date

B Borrower Indicator (a Y in this field indicates that this
individual is the borrower of record on the
corresponding application).

S Student Indicator (a Y in this field indicates that this
individual is the student of record on the corresponding
application).
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Description/Notes

View Details A'Y in this field indicates that you can view Application
and Loan Detail for this account (see step 5).

5. Do you want to view Application Detail?
No: Go to Step 6.
Yes: See page 40.

6. Do you want to viewydownload a borrower MPN?
No: The procedure is complete.

Yes: See the next section.

‘h’di:‘la'i"g andPrintingan  [] To VIEw OR PRINT A BORROWER MPN:

1. Navigate to the Application ID you want to view:

Before you
Begin... . . .
a. Log into MODEL Direct, if you have not already done so
If you (or the guarantor you
are working with) does not (See page 2).

participate in the ESign
process, you will not be able to

view completed (scanned) b. From the MODEL Direct Home Page, select the Loan
MPNs or ESIGN MPNs.
* You willbe able to print out Inquiry/Update link (see figure on page 36).
an MPN for a borrower . . X
signature. c. Locate the person whose Application you want to view

(see page 37).

2. From the Application List screen, click the Download link for
the desired loan:

Te—

Add Loan Certify Dishursements Reports CommonLine Tools
* Person Search Loan  InquiryUpdate PLUS Files
o Application List To viewiupdate application detail, click an the application D
© Loan Detail

o Demographics .
o Master Borrower BT TR

o Master Student Name: LISAANES
o Claims and Preclaims
o Hold and Release

Application ID: APPO00BS0945
Loan Loan ApprovediCertified Amount Application | o | View

Twe | Status Date Approved Receive Date Detals | OOt
$1,833.00

SF  |Approved 1300172003 12/01/2003 Y| Y Download
$1,667.00

s approved [FL00T00 120t2003 v v | ¥ | Downloag

view Details column identifies loans/applications you may vies in detail. Far privacy reasons, you may view
aonly the detail for Ioans and applications associated with your institution, i.2., your institution is the lender,
holder, sewicer o school on the application record

You'll see the following:
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7273

HAinscuel Direct for Fducational

Add Loan Loan InquiryiUpdate PLUSICredit Approval Reports  Tools
= A n Loan Period From: 05/26/1998 To: 05/22/1539
= Person Searc -
© Application List Application Type : Stafford -SubiUnsub
o Loan Detall Borrower ; JAMES R SMITH
© Demodgraphics Student : JAMES R SMITH
© Master Barrower
© Magter Student
© Claimg and Preclaims )
o Hold and Release “four ApplicationdMPN is now ready to be viewed and printed. Press your browser's back button to return to

this page

Ifyou do not have Adobe Acrobat® Reader installed, please download and install it nowl

Yfou need to print and send us only the first page. Please keep the remaining pages Toryour file

Qur Mailing Address -
American Student Assistance
ATTN: Document Processing
P.0. BOX 55152
BOSTON, MAD2205-5152

The Form

ifyou are unable to view the form, please refresh your page and ty: again.

MODEL Direct launches Adobe Acrobat, which displays a copy of
the MPN:

8 bkt fuaweb/1Borrower Update_fdijStafford_0_7003121114500.pdf - Microsoft Interneb ERplorer

You can save or print |5 v reones s on \

the MPN: peck - = - @ [2) | Qusearch Gaaravories (3| By & [l - 5 [ s !
Adress [ ] itp:fjuawebSTBorronerlpdate_fdF/Scafford_0_2003121 114588, = pe |
M Gl ] MPE E|[I4 4 » M€ - ® o3|
o ToSavethe MPN, |[BS@[-lai of@ [¢*]ele -0 BOHE L]
th VLB
you must have: S
- i i i Guarantor, Program, or Lender Identification
the fu” version Federal Family Education Loan Program (FFELP) e e B
of Adobe Federal Stafford Loan Bosion, A bzz0s-sisz
a : IRvo bt s0s0 pheme
Acrobat E Master Promissory Note 17600593 0323 aa
crobat, or: H waRG: oy iy e anea e
! -  iininal Gode an20 U5, 1007 oo awe_
- Acrobat Reader ?g;r’f’xler i I Please, m'v“lneaﬂyor Iy fsﬁ?s'ii’n’“ﬁn’.’r”mms carefuily.
JoHNsoN KeERLEY s 5010100
5 or greater. oty tooous
4 & s e
Consult your Acrobat H = - | et A
docu mentat|0n Or “ College Loan Corporation Long Beach CA 00310 833733
T Ty
R e . .
Online Help for more f—
information. natiies
R o T
. e A = i
e Educaton At 1y sehcorwl oty e o e ypee) and amounie i aants) | 0 1
i oy e o ) s Sk b u'ﬁ sloan
Borrower Certifications and izati Read carefully before
ﬂ.‘ th ve‘nﬂa\wwi perjury | certify that: cl orfzemy school ;‘
@) A[1ofa P M B5xitin O H B | o 2l
[@oone () cal ntranet 7
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Viewing Application
Detail

You can also

view Application

Detail...

¢ from the Master Borrower
Screen (See page 60), and:

¢ the Master Student Screen
(see page 66).

1. Navigate to the Application ID you want to view:

L To VIEw A BORROWER’S APPLICATION DETAIL:

a. Log into MODEL Direct, if you have not already done so

(See page 2).

b. From the MODEL Direct Home Page, select the Loan
Inquiry/Update link (see figure on page 36).
c. Locate the person whose Application you want to view

(see page 37).

2. From the Application List screen, click the Application ID link:

Add Loan Certify Dishursements Reports CommonLine Tools
 Person Search Loan  InquirylUpdate  PLUS Files
© Application List To viewlupdate application detail, elick on the application ID.
o Loan Detail
© Demoaraphics N
© Master Borrower €53 TR
© hiaster Student Name: LISAANES
o Claims and Preclaims
© Hold and Release Ronlication ID: APPO00S50345 I
. n dl Certified Amount icati View
Type | Status Date Approved ReceveDate |C |° | Detalls | FrOMnote
$1,833.00
5F lpproved [ 12012003 |¥ v | v Download
51,667.00
U |amroved [0y 1201003 |¥ Y| v Download

holder, servicer or school on the application record

View Details column identifies loansfapplications you may view In detall. For privacy reasons, you may view
only the detall for Inans and applications associated with your institution, Le., your Institution is the lender,

The Application Detail window appears:

Loan Inquiries and Updates in MODEL Direct
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Use these buttons to

« Person

000000

Search

pplication List

emoaraghics
aster Borrovier
aster Student

Claims and Preciaime.
Hold ang Release

quickly jump to a given
section of the screen

Important: you will see
additional sections on this
screen under the following
conditions:

e If the application could
not be approved, you
will see the Reasons
for Non-Approval
section (See detail on
page 45).

o If Application Loans
cannot be approved for
disbursement, (for
example, the MPN is
missing or incomplete)
you will see the
Reasons Not
Approved section (See
detail on page 45).

Certy Dishursements Reports CommonLine ~Tools
Loan  inquinyUpdate  PLUS Files
For additional information, cick a loan from the lst.

Borrower: LISAANES 0006020000

Student: LISAANES (006XX3000)

Application 0: #PRO00B50945 MPNID: MPNO00394722

Date Recenved: 1200112003 MPN Serial Loan Code:  NEW

Realocation Date: Application Type: MEN Appiication
Commonine D: 0022110000P058521  Loan Group: (5 Stafford-SubiUnsub
Application Terminated: Create Date: 12012003

Source Tyne: Commontins_4 EFT Authorization: ¥

Appication Loans:
Disbursement

o Loan | Status | Approved Amount/ | p s
P e s Disbursement Status | “iztus pate

Tyve

Losnotooazos [sF /5183300

Pl [y, Pending Disburserent | 120172003

Loam0i00a210 [su  [jPRrees 8168700 Pending Disbursement | 1210112003

s ——

T (—
| -
e |
|

- r— B a—
|

NS F— -
cuersny: [ =] Mon
TR G fe—

Vadating g OF Vet ey

e s

e T R
S e

e

e e St paess 7]

(nota P.0. box)? Yes =]
T

s 000
Last Name: ANES

First Name: usa m:
Date OF Birth: 1271611984

Citizenship: Urknown = Alen D #:

School OE Code: 002498 Branch: 00
Name: PARK UNVERSITY
School Signature:  Yes ‘Signature Date: 1172412003

Loan Period
StartDate: o5 o6 /2003
EndDate: iz iz w03
Senior <] Enroliment Status: [Full Time =

(R Y P}

Grade Leve:

Anticipated Graduation Date:

Costof Atendance: [ —
Estimated Financial Aid: [oo0
Expactad iy Comeision: T —
Adustd Gose ncome: 5000

CerteLoan Amount

Stttord Subsidod: I —
Statord Unsubsidod: G —
puus: s000

s i o oo oretase: [Mane =]
aa [ [ HoldRelease: [None -]
wa [ [ Holdretease: [None <]
w [T Holrelease: [Nore =]

[eos773

Lender OF Code:
Branch: &

Name: SMARTFUNDS-MOHELA

Approved Amount

Stafford Subsidizedt: | —

‘Stafford Unsubsidized: | —

BLUS: | —

‘Signature:

Current Holder: SMARTFUNDS-MOHELA OF: 806773  Bramch 50
Current Servicer: OF: 700173 Branch:

Endorser Informaion

No endorser information found for this application

Update | eset

Application
Summary (See
detail on page
43)

Borrower
Information
(See detail on
page 46)

Student
Information
(See detail on
page 48)

School
Information
(See detail on
page 49)

Lender
Information
(See detail on
page 52)

Endorser
Information
(PLUS Loans Only
- See detail on
page 53)
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3. In the Summary section, view the following:

For additional infarmation, click a loan from the list
Click the
Loan ID I|nk Borrower: LISAANES (777-77-T77T)
Student: LISAANES (T77-T7-TT77)
to be taken
to the Loan | Anplication In: APRO00B50945 MPNID: MPNOO0394722
- Date Received: 12/01/2003 MPH Serial Loan Code:  NEW
Deta II Reallocation Date: Application Type: MPM Application
screen (See Commonline ID: 0022110000P058521 Loan Group: (S¥) Stafford -Sub/Unsub
Application Terminated: Create Date: 12i01/2003
page 54) * Source Type: CommonLine_4 EFT Authorization: A

Application Loans:

Loan | Status | Approved Amount / " Disbursement
Tyne Date Date Dishursement Status Status Date

Approved $1,833.00
12/01/2003  |12/01/2003

Approved $1,667.00
LOADD1 009210 5\ 12/01/2003 [12i01/2003

StdonSacton ]| Stoot et | LanirSacton

Field Description/Notes

Borrower Name/SSN Will be two different individuals on a PLUS application.
Otherwise, the borrower and student will be the same.

Loan ID

LOAODT009205 B SF Pending Disbursement 12i01/2003

Pending Dishurserment 12i01/2003

Student Name/SSN

Application ID/Date Application ID is in format APPOO0OXXXXX
Received
Reallocation Date If loan amounts have been changed (for example, a

reallocation between Stafford Sub and Unsub Loan
pairs), this field displays the date the adjustment
occurred.

Commonline ID If the application was submitted via a CommonLine

process, this field contains the CommonLine ID

¢ You can also search for an application via
CommonlLine ID - see page 37.

Application Terminated IF a Y appears in this field, the application has been

terminated.

* For more information on terminating an application,
see page 52.

Source Type One of the following:

e ASAP

e CommonLine_4

e CommonLine_5

« Conversion from Mainframe
¢ Enterprise Web Client

e Electronic

e Paper
MPN ID In format MPNOOOXXXXXX
MPN Serial Code One of the following:

e New (First application on MPN)
o Serial (Additional application on MPN)
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Field Description/Notes

Application Type

One of the following:

e Common Full App

¢ Consolidated App

e MPN Application

¢ Non-Common FASTAP
¢ Non-Common Full App
e Common FASTAP

Loan Group

One of the following:

e CL Consolidation

e CO Stafford -Sub/Unsub, and SLS
(conversion only)

e PL PLUS

e RF Refinanced

e SF Stafford Subsidized

e SL SLS

e SU Stafford Unsubsidized

e SX Stafford -Sub/Unsub

Create Date

Date application was entered/accepted into the MODEL
Direct database.

EFT Authorization

If a Y is in this field, the borrower has authorized EFT
transfer of funds to the student’s account.

Loan ID

In format LOAOOOXXXXX
e This field is also a live link to the Loan Detail screen
(see previous figure and page 54).

Loan Type

One of the following:

e SF Stafford Subsidized
e SU Stafford Unsubsidized
e PL PLUS

e SL SLS

e CL Consolidation

e RF Refinanced

Status/Date

Current Loan Status, and date current status was
established.
e Loan Status can be one of the following:

- A Approved

- B Approved For Disbursement

-1 Incomplete

- R Rejected

Approval Amount/Date

Approved amount for this loan, and date of approval.

Disbursement Status/
Disbursement Status
Date

Current Disbursement Status, and date current status
was established.

Disbursement Status can be one of the following:
o All Disbursements Fully Canceled

e Fully Disbursed

¢ Pending Disbursement

o Partially Disbursed
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4. Do you see the following section beneath the summary informa-

tion?

Reasons Mot Approved for Dishursement

Loan ID
LOADDT 009208

Type
SF

Reason
Master Promissory Mote is incomplete

‘The signed MPM has not been returned or the borrower's electronic signature is
missing from the MPM.

Master Promissory Mote is incomplete

The signed MPN has not been returned or the borrower's electronic sianature is
missing from the MPM.

LOADD1009208 |SF

LOADD1009210|5U

LOAODDT009210 |5U

Stdens Section ]| oot Secion ] Londrscton

‘Reasans No Approved Far Disbursement

| Note: if you see the Reason(s) Not Approved for

Disbursement section, you will also see an additional button
in the navigation bar in the other sections of the screen.

No: Proceed to step 5.

Yes: The loan(s) cannot be approved for disbursement. Review
the following:

Field Description/Notes

Loan ID

In format LOAOOOXXXXX

(see figure above and page 54).

¢ This field is also a live link to the Loan Detail screen

Loan Type

One of the following:

e SF Stafford Subsidized
e SU Stafford Unsubsidized
e PL PLUS

e SL SIS

e CL Consolidation

e RF Refinanced

Reason(s)

Reason for the delay (usually missing MPN information)

5. Do you see the following section beneath the summary informa-

tion?

Reasons for NON-Approval

Loan ID ‘Type ‘ Reason ‘

|L0AD0D254746 [PL [Borrower Credit Denied |

Reasons Not Approved

School Section Lender Section

|— Note: if you see the Reason(s) for Non-Approval

section, you will also see an additional button in the
navigation bar in the other sections of the screen.

Loan Inquiries and Updates in MODEL Direct

45



No: Proceed to step 6.

Yes: The loan was denied. Review the following:

Field Description/Notes

Loan ID In format LOAOOOXXXXX

Loan Type One of the following:

e SF Stafford Subsidized

e SU Stafford Unsubsidized
e PL PLUS

e SL SLS

e CL Consolidation

e RF Refinanced

Reason(s) Reason for the denial (usually an incomplete MPN, or
denied credit for a PLUS loan applicant).

6. In the Borrower Information Section, view or modify the fol-

Note... lowing:

You can also change
Demographic Information
directly from the Application

1 Information

List page (see page 59). T o
Last Name: AMES
First Name: LISA M

Date Of Birth: 12 ;|16 i |1964
Address Line 1: 10 JULIE LANE
Address Line 2:

City: BRANDOMN State: | FL - Florida hd
Zip Code: 33511 Country:

Telephone: 8886578888
Email Address:

Driver’s License #: AS205206409560 Lic. State; | FL - Florida =
Citizenship: Unknown « Alien ID #:
Amount Requested:  §3 500,00 Signature: M
E-Sighed: Validating Agency:
Validating Agency OE Validating Agency
Code: Branch Code:
Defer Payment: N References: N
Capitalize Interest: A Current Default: M
Prior Debt:

Valid Address? A Valid Phone? Y
Is Address a Permanent Street Address

tnata P.0. haw? ves 7]

StvdniScion_||_School Sectin_|_LnderScin
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Before you
begin...

e The Phase (or processing
stage) of a loan may affect
what fields are available for
editing.

The tables in this section
make reference to these
loan phase codes. For
descriptions of these codes,
see Appendix A, Loan Phase
Code Descriptions.

Once a PLUS Full or Fastap
has been approved, you
must contact the guarantor
to change any of the
following fields:

- Driver’s License #

- Lic. State

- Citizenship

- AlienID #

- Amount Requested

Field Name Read Only (R)/ Description/Notes
Update (U)

SSN R

Last Name/First U

Name/MI

Date of Birth U

Address Line 1 u

Address Line 2 u

City/State/Zip/ U Select a State from the dropdown list.

Country

Telephone U

E-mail Address u

Driver’s License #

U (see note and
sidebar at right)

Can only be updated if:

e you are processing a PLUS Full or
Fastap, and:

« the Application has not been
approved yet (i.e., has a loan phase
code of 0).

Lic. State

U (see note and
sidebar at right)

Select a state from the dropdown list.
e Can only be updated if:
- you are processing a PLUS Full or
Fastap, and:
- the Application has not been
approved yet (i.e., has a loan
phase code of 0).

Citizenship

U (see note and
sidebar at right)

Can only be updated if:

e you are processing a PLUS Full or
Fastap, and:

¢ the Application has not been
approved yet (i.e., has a loan phase
code of 0).

Alien ID #

U (see note and
sidebar at right)

Can only be updated if:

e you are processing a PLUS Full or
Fastap, and:

* the Application has not been
approved yet (i.e., has a loan phase
code of 0).

Amount
Requested

U (see note and
sidebar at right)

Can only be updated if:

e you are processing a PLUS Full or
Fastap, and:

e the Application has not been
approved yet (i.e., has a loan phase
code of 0).

Signature

A'Y in this field indicates that the
application has a valid signature.

E-Signed

A'Y in this field indicates that the
application has been electronically
signed.

Loan Inquiries and Updates in MODEL Direct
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Field Name

Read Only (R)/

Update (U)

Description/Notes

Validating Agency | R If the application has a digital
signature, this field contains the name
of the Validating Agency.

Validating Agency | R If the application has a digital

OE Code signature, this field contains the OE
Code of the Validating Agency.

Validating Agency R If the application has a digital

Branch Code signature, this field contains the
Branch Code of the Validating Agency
(if applicable).

Defer Payment R Y indicates that the borrower elected
to defer interest payments while in
school (Stafford Unsub loans only).

Capitalized R Y indicates that the borrower elected

Interest to capitalize interest payment (Stafford
Unsub loans only).

References R Y indicates that the borrower has
provided valid references.

Current Default R Y indicates that the borrower is
currently in default on an FFELP, FDLP
or Perkins loan.

Prior Debt R Y indicates that the borrower has
existing Stafford or PLUS Loans.

Valid Address / R Y indicates that the borrower has

Valid Phone provided a valid address and phone.

Is Address a U Select Yes or No from the dropdown

Permanent Street
Address (not a
P.O. Box)?

list.

7. In the Student Section, view or modify the following:

SSN:

Last Hame:
First Name:
Date Of Birth:

Citizenship:

Studont scton | _scho) Saction | _Landersctn

Student Infarmatian

TI-TT-TIIT
ANES

LIGA
12/16/1964

Unknown =

Alien ID #:

Field Name Read Only (R)/ Description/Notes
Update (U)

SSN R

Last Name/First U

Name/MI

Date of Birth U
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Field Name Read Only (R)/

Update (U)

Citizenship U (see note)

Description/Notes

Can only be updated if:

e you are processing a PLUS Full or
Fastap, and:

o the Application has not been
approved yet (i.e., has a loan phase
code of 0).

Alien ID # U (see note)

Can only be updated if:

e you are processing a PLUS Full or
Fastap, and:

o the Application has not been
approved yet (i.e., has a loan phase
code of 0).

In the School Section:

School OF Code:

Name:

School Signature:

Start Date: A
End Date: |12— i IQQ— i W
Grade Level: [Senier =] Enroliment Status: [Ful Tme 7]
Anticipated Graduation Date: [z [ s faoes
Cost of Attendance: $6,083.00
Estimated Financial Aid: [gooo
Expected Family Contribution: [gr2ss00
Adjusted Gross Income: $0.00
Stafford Subsidized: [s182300
Stafford Unsubsidized: W
PLUS: $0.00
1st ! W Hold/Release: m

ol Information

00z49s Branch: (00
PARK UNMERSITY
Yes Signature Date: 11/24/2003

HoldRelease: |MNone 'I
/ HoltRelease:
:

Hold/Release:

MNone 'I
MNone 'I
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a. View or modify the following school/financial information:

Field Name Read Only (R)/ Description/Notes

Update (U)
School OE R
Code
Branch u For Disbursement Services loans:
¢ cannot be updated once the loan appears on a
Paid Disbursement Invoice (i.e., after Phase 3).
For Non-Disbursement Services loans:
e cannot be changed if:
- the current date is more than seven days
after the approval date, or:
- the loan’s earliest disbursement date is less
than eight days from the current date.
Name R
School R One of the following: Yes, No, or Invalid
Signature « Cannot be updated after approval.
Signature Date | R Date school signature status was assigned
e Cannot be updated after approval.
Start Date U Can be updated at any time through Phase 4.
End Date u
Grade Level u
Enrollment u
Status
Anticipated u
Graduation
Date
Cost of U (see note) Can be updated:
Attendance « on PLUS Full and Fastaps.
Estimated Cannot be updated:
stimate . P—
Financial Aid for PLUS MPN and Stafford MPN applications.
Expected
Family
Contribution
Adjusted Gross R
Income
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Field Name

Read Only (R)/

Update (U)

Description/Notes

For Disbursement Services loans:
¢ Field can be changed:

- Prior to disbursement invoicing (Phase 2)

- When the loan has appeared on a roster
(phase 4).

¢ Field cannot be changed:

- when the loan is on a paid disbursement

invoice, but not yet on a roster (phase 3).
For Non-Disbursement Services loans:
¢ Field can be changed if:

- the current date is more than seven days
after the approval date, and:

- the earliest disbursement date is less than
eight days from the current date (phase 4).
Note: the first disbursement may be in the
past (i.e., have already occurred).

¢ Field cannot be changed when

- the current date is less than eight days after
approval, or:

- theloan’s earliest disbursement date is more
than seven days in the future.

Stafford u
Subsidized

Stafford
Unsubsidized

PLUS u

Cannot be updated after approval, unless:

e it is a Pre-Approval, Disbursement Services
Loan (i.e., full service), and:

¢ it has not yet appeared on a Disbursement
Invoice (Phase 2 PA DS).

Adding or Modify
Disbursement
Information

Important...

You can also modify
Disbursement information from
the home page (by using the
Disbursement link - see page
93).

b. Do you want to add or modify disbursement dates or sta-

tuses?

HoldRelease: lmse;[
HoldRelease: |None 7
HoldRelease: lm
HoldRelease: |None 7

No: Go to step ¢

Yes: Do the following:

i.) Enter or change the disbursement date (in format

mm/dd/yyyy).

ii.) Select a status from the dropdown menu (Hold,
Release, or None).

Loan Inquiries and Updates in MODEL Direct
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Terminating an ¢. Do you want to terminate the application?
Application

Important...
" 1st l12_ ! lI]E_  |2003 HoldRelease: |Felease *

You cannot terminate an wi [ [ [ HoldRetease: [N =]
application once a loan
connected to the application 3rd b b HolaRelaase; [Nen 7]
has been approved. 4th J J HoldRelease: |Mone =
e While the loan may be

cancelled, the loan record - ferminate Appiication: | No =

and therefore the

O e ciatec No: You are done working in the school information sec-

remain on the system. tion. Go to step 9.

Yes: Do the following:
i.) Select Yes from the dropdown list (See figure above).
ii.) Click the Update button.

9. In the Lender section, modify or view the following:

Lender OE Code: BOGT73

Branch: 50

Name: SMARTFUNDS-MOHELA

Stafford Subsidized: $0.00

Stafford Unsubsidized: $0.00

PLUS: % 0.00

Signature:

Current Holder: SMARTFUNDS-MOHELA OE: 806773 Branch: 50
Current Senvicer: MOHELA OE: 700173 Branch:

Field Name Read Only (R)/ Description/Notes

Update (U)
Lender OE u For Disbursement Services Loans:
Code/Branch « Field can be changed prior to

disbursement invoicing (provided
origination rights have not been sold)
For Non-Disbursement Service
Loans:
¢ Field cannot be changed after
approval (Phase 0)

Name R
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Field Name

Read Only (R)/

Update (U)

Description/Notes

Stafford U For Disbursement Services Loans:
Subsidized/ « Field can be changed prior to
lsjﬁsf:?)rstiidized/ disbursement invoicing (provided
PLUS origination rights have not been sold)

For Non-Disbursement Service

Loans:

« Field can be changed:

- prior to approval (Phase 0)

« Field can not be changed if:

- the current date is less than eight
days after approval, or:

- the loan’s earliest disbursement
date is more than seven days in
the future.

Signature R
Current Holder
Name/OE
Code/Branch
Current

Servicer Name/

OE Code/

Branch

10. In the Endorser section, view the following:

SSN:

Last Name:
First Name:
Date of Birth:
Address Line 1:
Address Line 2:
City:

Zip Code:
Telephone:
Valid Address:

Stvdons acion ] oot sacton | Lanirsacton

Endarser Information

S0

THOMAS

oTIS

08081926

4292 Red Bandana ¥iay

Ellicott City
21042
4104652028
¥

Note: This
section is only
populated when:
e you are
viewing a
PLUS Loan,
and:

an endorser
was required
(i.e., the
principal
borrower was

State: MD °
Countrny:

Valid Phone:

denied credit).

e SSN o City/State/Zip/Country
e Last Name/First Name/MI ¢ Telephone

* Date of Birth o E-mail Address

e Address Line 1 ¢ Valid Address

e Address Line 2 » Valid Phone

Loan Inquiries and Updates in MODEL Direct
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Viewing Loan Detail

If you don’t have
a specific Loan
ID number...

You will have to access the
loan via the borrower’s
Application screen (see page
37).

You can access Loan Detail in three ways:
e From the Application Detail screen (see page 43),

e From the Application List screen, or:

e From the MODEL Direct Home Page (see page 37).

(0 To ViEw LOAN DETAIL:

1. Log into MODEL Direct, if you have not already done so (See
page 2
1.

2. What page are you currently on?

If you are on this  take the following steps...

page...

a Click on the Loan Inquiry/Update link.
MODEL Direct Home You're prompted to enter the Loan ID (in format
LOAXXX0000 - see following figure).

Page (see page 37) b Go to step 3

Application List a Do one of the following
Page (see page 38) - From the Main Menu, click on the Loan Inquiry/
Update link (see page 37), or:
- From the Person Search menu (at the left of the
screen), click on the Loan Detail Link.
You're prompted to enter the Loan ID (in format
LOAD00OXXXXX - see following figure).
Go to step 3.

o

Application Detail a Click on the Loan ID link (see page 43).

Page (see page 38) The Loan Detail screen appears (see figure on page 54).
b Go to step 4.

3. Do the following:
o Enter the Loan ID (in format LOAOOOOXXXXX), and:

o Click the Search button

To search for a [0an, please enter the [oan ID

Loan ID: [LOADDT009209
Search Reset |

The Loan Detail screen appears:
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W{ -
Missourt Direct for e Loans L
Add Loan Certify Disbursements Reports CommonLine Tools
# Person Search Loan Inquiry/Update PLUS Files
o Application List Far additional loan information, click a loan from the list.
o Loan Detail
Demoaraphics
g azzsr ;r?n‘s\fer Borrower: LISA ANES QUOGHH-F0000
© Master Student Student: LISAANES GOGRRA000)
o Claims and Preclaims lication ID: APP0O00850845
© Hold and Release Commanline ID: 0022110000P058521
MPHN ID: MPNOOD394722
Receive Date: 1210172003
Reallocation Date:
Lender: SMARTFUNMDE-MOHELA ( 80877350 )
Schook PARK UNIVERSITY ( 00248800
Important: you can also view Application Loans:
the deta|| Of Other |Oans Loan ID Loan Type Loan Status Approved Amount Approved Date
H H H 0AN01008209 SF Approved $1,833.00 12/01/2003
associated with this borrower. =
LOADD1 009210 sU Approved $1,667.00 12/01/2003
R . . . .
If the row is highlighted in LoanIb: LOADD1005208
yellow, it indicates that you Loan Type: sF
. . . Commonline ID Seq #: 1
are Currently VIEWIng detall Principal Balance: $1,833.00
for that loan. Total Principal Reduction: $0.00
Accrued Interest: $0.00
° CI|Ck on the Loan ID ||nk Current Default Principal 0/S: $0.00
. . Processing Status Date: 1201812003
to view the detail for Separation Date: 12/31i2003
Date Entered Repayment: 07/01/2004
anOther |Oan. NSLDS Status: Loan Originated
NSLDS Status Date: 12/01/2003
Dis# | DishDate | Gross amount]| Hold  Hold Reason |Disbursed |aTom n | Dishursement
Agent Code
YOU can Change the H0|C|/ 1 1211872003 |$816.00 Mo = MPN Hald N ks 729
RE|eaSE StatUS (See page 57) 2 02/04/2004 | $817.00 MNo - MPM Hold N ¥ 7249
3 $0.00 [Nane =]
4 $000 |Nnne j
Update Reset

4. On the Loan Detail screen (see previous figure):

a. View the following application information:

Borrower: LISA ANES (E0R-0000

Student: LISA ANES (O
Application ID: APPO00B50345

Commonline ID: 0022110000P058521

MPH ID: MPNO00394722

Receive Date: 12/01/2003

Reallocation Date:

Lender: SMARTFUNDS-MOHELA { 80677350
School: PARK UNIVERSITY (00249800 )

Field Name

Borrower Name/SSN

Student Name/SSN

Description/Notes

Loan Inquiries and Updates in MODEL Direct
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Field Name Description/Notes

Application ID In format APPOOOOXXXXX
¢ To view Application Detail, see page 40.

MPN ID In format MPNOOOOXXXXX
¢ To view a copy of an MPN, see page 39.

Receive Date Date application was received by your
organization

Reallocation Date If funds were reallocated on this loan (i.e.,
between Stafford Sub and Unsub amounts), the
date the reallocation occurred.

Lender Name/OE
Code

School Name/OE
Code

b. Verify that you are viewing the correct loan detail:

Application Loans:
LoanlD hean e LoanSaws Approved Amount__ARpIoved Date
. o L4001 000200 £ WWWI
When a row in the grid is LOADDT009210 sU Approved §1,667.00 1210112003
highlighted in yellow, ___| |
you are viewing detail
for that loan. Loan ID: LOADD1009209
— | Loan Type: SF To view
Commonline ID Seq #: 1 detail for
Prmcma_l B_alance: ) $1,833.00 another
Total Principal Reduction: §0.00
Accrued Interest: $0.00 Io_an,
Current Default Principal 0/S: $0.00 click the
Processing Status Date: 121182003 Loan ID
Separation Date: 1213142003 link.
Date Entered Repayment: 07in1r2004
HSLDS Status: Loan Originated
HSLDS Status Date: 1210152003

c. View the following loan specific detail (see previous fig-
ure):

Field Name Description/Notes

Loan ID In format LOAOOOXXXXX

Loan Type One of the following:

e SF Stafford Subsidized
e SU Stafford Unsubsidized
e PL PLUS

e SL SLS

e CL Consolidation

e RF Refinanced

Loan Status One of the following:

e Approved (A)

e Approved For Disbursement (B)
¢ Incomplete (I)

* Rejected (R)
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Field Name Description/Notes

Amount Approved

Approval Date

Commonline ID
Sequence Number

If a Stafford sub/unsub loan pair is submitted via
a Commonline file, the sequence number is used
to distinguish the two loans.

Principal Balance

Balance currently due on loan.

Total Principal
Reduction

If principal was reduced on this loan, the amount
of the reduction.

Accrued Interest

If interest has accrued on the loan, the amount
accrued.

Current Default
Principal O/S

If loan is in default, the principal amount in

default

¢ To view Claims and Preclaims information, see
pages 71 - 73).

Processing Status
Date

Date current Processing status (as listed in the
Application Loan Grid) was established.

Separation Date

Date student graduated or left school (or is
scheduled to leave).

Date Entered

Date student entered (or is expected to enter)

Repayment into repayment.
NSLDS Status/Status For a complete list of NSLDS Statuses, see
Date Appendix B, NSLDS Loan Status Codes.

tion:

d. View and/or change the following hold/release informa-

Dish# | Dish Date | Gross Amoun)

Hold | Hold Reason | Dishursed |ATOM | | DiShursement

Agent Code
1 121872003 | $916.00 IND j MPN Hold N A 729
2 02042004 | §917.00 IND d MPR Hold il A 724
3 $0.00 |N0ne j
4 $0.00 |Nunej
1
I

Set or release holds on pending disbursements (see page 58)

Important: to perform other disbursement changes, see page 93.

Field Name Description/Notes

Disb #

In format LOAOOOXXXXX

Disbursement Date

Date of actual (or scheduled) disbursement.

Gross Amount

Disbursement amount minus applicable fees

Hold

Use the dropdown menu to change, add or
remove a disbursement hold (see next section).
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Before you attempt
to change a hold
status...

You can only edit a hold flag when
you are working with a
Disbursement Service loan in an
approved status - i.e.:
e the ATOMII flag equals Y
¢ the loan status is either
Approved or Approved for
disbursement (see page 38),
e The loan has not been fully
disbursed (or fully cancelled)
 the disbursement has not been
invoiced.
If you attempt to change a hold in
violation of MODEL Direct business
rules, you will see an error message
(along with the reason(s) for the
failure).

Field Name Description/Notes

Hold Reason One of the following:

A Copy Missing

Admin Hold

MPN Hold (Complete MPN Not Present)
Reallocation

School Hold

Other

Disbursement Flag A'Y indicates the funds have been disbursed.

ATOM I1 ¢ An N in this field indicates that the lender
made (or is scheduled to make) the
disbursement.

e AY indicates that the Guarantor (or the
Guarantor’s agent) made the disbursement.

Disbursement Agent For non disbursement services loans

Code o the disbursing lender’s OE code appears in this
field.

For disbursement services loans

One of the following appears in this field:
- the OE Code of the guarantor, or:
- the OE Code of the guarantor’s agent (i.e,

ELM).

To Change a Hold Status:

i.) In the Hold column, select one of the following from
the dropdown menu:

Disb# | DisbDate |GrossAmount] Hold || HoldReason |Disbursed [aTomy | Dishursement
Agent Code
1 [12n8m003 [se16.00 [re =] [ wPn Hois N ¥ 728
2 | nam04004 [s017.00 [re =] [ wPr Hols N ¥ 728
3 000 [Mone x|
ES §000 INDHEj
¢ Yes - place a hold on the disbursement (i.e.,

change the status from Hold to Release)

¢ No - remove the hold (i.e., change the status
from Release to Hold).

ii.) Click the Update button

MODEL Direct will return a status message (see side-
bar)
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Viewing and Modifying L To VIEw OR MODIFY DEMOGRAPHIC INFORMATION:
Demographic
Information

1. Navigate to the desired record:
Note... g

e e e o oo a. Log into MODEL Direct, if you have not already done so

the Application Detail screen
(in the borrower section - see (See page 2)-

page 46).

b. From the MODEL Direct Home Page, select the Loan
Inquiry/Update link (see figure on page 36).
c. Locate the desired person (see page 37 - page 38).
2. From the Application List screen, select the Demographic link
(See page 38).
The Demographics screen appears:

MOOE
Te—

Add Loan Certify Disbursements Reports CommonLine Tools
e Pergon Search Loan InquiryUpdate PLUS il
© Agplication List §
© Loan Detail =S 00!

© Demographics Last Narme: I—ANES
© Mastet Borrower
o Mastet Student . . l— . ,—
o Claims ahd Preclaims FEStHore HISA L
© Hold and Release
Date of Birth: 12 1|16 1 1964
AddressLine 1:  |000.J LANE

Address Line 2:

City: [BRANDON State: [FL-Florida =l

Zip Code: [a3g11 Country: |

Telephone: 9138688888
Other Telephone:
Email Address:

Address Source:  DMGERC_BORROWER
Valid Address: \s

Is Address a Permanent Street Address [ress]
{nota P.0. boxr)? es
Valid Phone: ¥

Update | Reset

3. View or modify the following:

Field Name Read Only (R) Description/Notes

/Update (U)

SSN R
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Field Name Read Only (R) Description/Notes

/Update (U)
Last Name/First u
Name/MI
Date of Birth U
Address Line 1 u
Address Line 2 u
City/State/Zip/ U Select a State from the dropdown list.
Country
Telephone U
E-mail Address U
Address Source U Indicates how address was obtained.
Valid values are:
o DMGSRC_ASADIRBWR
(Borrower via Web Client)
« DMGSRC_BORROWER (Borrower)
¢ DMGSRC_COBORR (CoBorrower)
¢ DMGSRC_COLLECT
(Collections System)
 DMGSRC_CREDIT (Credit Agency)
o DMGSRC_ENDORSER (Endorser)
¢ DMGSRC_HOLDER (Holder)
e DMGSRC_IRS
(Internal Revenue Service)
e DMGSRC_LENDER (Lender)
o DMGSRC_OTHER (Other)
o DMGSRC_REFERENCE (Reference)
¢ DMGSRC_SCHOOL (School)
* DMGSRC_SERVICER (Servicer)
e DMGSRC_STUDENT (Student)
Valid Address R System will update this value if:
» The original value of this field was N
(i.e., the record did not contain a
valid address), and:
¢ You update any of the address fields
during this session.
Is Address a Select Yes or No from the dropdown
Permanent Street list.
éf’gfg%;g;‘“ a « Important: Set this field to Y before
updating the record (your update will
fail if the value of this field is N).
Valid Phone R System will update this value if:
¢ The original value of this field was N
(i.e., the record did not contain a
valid phone number), and:
¢ You update the phone number during
this session.

4. Click the Update button.

Working with the Use the Master Borrower Screen to:
Master Borrower

Screen e access Application Detail (see page 40), and:
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Note...

The Master Borrower screen

view summary information concerning the borrower’s indebted-
ness.

only displays loans guaranteed

by your operating organization. D TO WORK WITH THE MASTER BORROWER SCREEN:

1.

2,

Navigate to the desired record:
a. Log into MODEL Direct, if you have not already done so
(See page 2).
b. From the MODEL Direct Home Page, select the Loan
Inquiry/Update link (see figure on page 36).
c. Locate the desired borrower (see page 37 - page 38).
From the Application List screen, select the Master Borrower
link (see page 38).

The Master Borrower screen appears:
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Header
Section

Summary
Section

Application
Loan List

® Person Search
Application List
Loan Detail
Demagraphics
Master Borrower
Master Student

o

ocooooo0

Hold and Release

Claims and Preclaims

Add Loan Certify Disbursements Reports CommonLine
Files

Loan InguiryUpdate PLUS

Far maore application details, simply click on the application 1D,

Borrower: LISAANES SEN: KA
Date of Birth: 12161964
Address: 105.J LANE
BRAMNDOM, FL 33511
Telephone: (81 3) o 300K
Email:
Valid Address: Y
Valid Phone: A

Tools

Amount Outstanding
Stafford Subsidized: $1,833.00
Stafford Unsubsidized: $1,667.00
PLUS: $0.00
SLS: $0.00
Consolidation: $0.00
Indebtedness To Date

Undergraduate: $3,500.00
Graduate: $0.00
Total: $3,500.00
Total Guaranteed Amount. $3,500.00
Total Principal Reduction Amount: 0.00
Total Curr Default Principal OIS 0.00
Total Amount Qutstanding: $3,500.00
By Grade Level

Grade Level Amount Loan Type
04 $1,833.00 SF
04 $1,667.00 SU

Application Loan List

S Loan |Student Name! Grade | Status/ Amount | Dish. Status/ | View
Application (D | LoanID  lre T7USSN | Lewel [Status Date | Approved | Status Date Details
Pending
AMNES, LISA Approved Cisbursement
APP000850945 LOANO1008209 | SF 582.77.2300 04 12182003 $1,833.00 A
12/01/2003
Pending
AMES, LISA Approved Dishursement
APPO00850945 || 0AND1009210 | 5U 567.77.2309 04 1211812003 $1,667.00 A
12/01/2003

View Details column identifies loansfapplications you may view in detail. For privacy reasons, you may view
only the detail for loans and applications associated with your institution, i.e., your institution is the lender,

halder, semvicer or school on the application record,

3. View the following demographic information in the header sec-

tion:
Borrower: LISAANES SSN: HOOE0E00
Date of Birth: 121161964
Address: 10J LANE
BRAMNDOM, FL 23511
Telephone: (B88)868-89888
Email:
Valid Address: A
Valid Phone: Y

o Borrower (First Name/Last Name/MI)
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SSN

(o]

Address
Telephone

E-mail

0O O O O

Valid Address/Valid Phone

Note: For a discussion of address/phone validation, see
page 60.

4. In the Summary section, view the following information con-
cerning the borrower’s indebtedness:

a. Amount
Outstanding: lists borrower’s indebtedness by Loan
type (Stafford Sub/Unsub, PLUS, SLS, Consolidation)

Stafford Subsidized: §1,833.00
Stafford Unsubsidized: §1,667.00
PLUS: §0.00
SLS: §0.00
Consolidation: §0.00

b. Indebtedness to Date: lists borrower’s indebtedness

Undergraduate: $3,500.00
Graduate: §0.00
Total: §2500.00

§3,500.00
000
000
§3,500.00

Field Description/Notes

Undergraduate For all loans with a grade level of 0 through 5, the
Loans sum of:

« the Principal Balance, plus:
o Defaulted Principal Amounts Outstanding.

Graduate Loans The sum of:

o the Principal Balance, plus:

o Defaulted Principal Amounts Outstanding
for all loans with a grade level of:

¢ 6 through 20, or

* A through D.

Total (of both Sum of two rows above.
Graduate and
Undergraduate
Loans)

Total Guaranteed Total approved amount for all borrower loans.
Amount
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Field Description/Notes

Total Principal This amount is subtracted from the total amount

Reduction outstanding (see final listing in this table).

Current Default Outstanding principal in default

Principal 0/S e included in totals for Undergraduate and Graduate
balances above.

Total Amount Equals:

Outstanding « (The Total Guaranteed Amount + the Current
Default Principal Outstanding) - the Total Principal
Reduction

c. By Grade Level: lists all loan balances by:

Grade Level Amount Loan Type
04 $1,833.00 SF
04 $1,667.00 SU
- Grade Level

- Amount, and:
- Loan Type

5. In the Application Loan List, view:

Application ID Loan D Loan (Student Name/ (Grade | Status/ Amount | Disb. Status/ | View

Twpe SSH Level Status Date |Approved | Status Date |Details
Fending
AMES, LISA Approved Dishursement
APP000850945 LOADD1009200 | SF 177777717 04 1211812003 §1,232.00 ke
12/01/2003
Pending
AMES, LISA Approved Dishurserment
APPD0O0D850945 |pAONDT009210 | SU 177777777 04 121182003 $1,667.00 ¥
12/01/2003

! Click on the Application ID link to view Application Detail
(See page 40 and page 65).

Field Name Description/Notes

Application ID In format APPOOOOXXXXX
* To view Application Detail, see page 40).

Loan ID In format LOAOOOXXXXX

Loan Type One of the following:

e SF Stafford Subsidized

e SU Stafford Unsubsidized
e PL PLUS

e SL SLS

e CL Consolidation

e RF Refinanced

Student Name/SSN
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Field Name Description/Notes

Grade Level One of the following:
e 00 Correspondence
e 01 Freshman/First Year

e 02 Sophomore/Second Year
e 03 Junior/Third Year
e 04 Senior/Fourth Year
e 05 Fifth Year/Other Undergraduate
e 06 1st Year Graduate/Professional
e 07 2nd Year Graduate/Professional
e 08 3rd Year Graduate/Professional
e 09 4th Year Graduate/Professional
e 10 5th Year Graduate/Professional
e 11 6th Year Graduate/Professional
e 12 7th Year Graduate/Professional
e 13 8th Year Graduate/Professional
e 14 9th Year Graduate/Professional
e 15 10th Year Graduate/Professional
e 16 11th Year Graduate/Professional
e 17 12th Year Graduate/Professional
e 18 13th Year Graduate/Professional
e 19 14th Year Graduate/Professional
e 20 15th Year Graduate/Professional
Loan Status/Status The following are valid values for loan status:
Date o Approved

¢ Approved For Disbursement
e Incomplete
¢ Rejected

Amount Approved

Disbursement Status/ Current Loan Status, and date current status was
Date established.

Disbursement Status can be one of the following:
« All Disbursements Fully Canceled

e Fully Disbursed

¢ Pending Disbursement

e Partially Disbursed

View Details A'Y in this field indicates that you can view Application
and Loan Detail for this account.

6. Do you want to view Application Detail?
No: The procedure is complete.
Yes: Click on the Application ID link (See figure on page 64).
The Application Detail window appears (see page 40).
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Working with the Use the Master Student Screen to:
Master Student Screen . L .
¢ View Demographic information about the student,
¢ View enrollment information, and:

e Access Application Detail (see page 40).

(0 To WORK WITH THE MASTER STUDENT SCREEN:

1. Navigate to the desired record:
a. Log into MODEL Direct, if you have not already done so
(See page 2).
b. From the MODEL Direct Home Page, select the Loan
Inquiry/Update link (see figure on page 36).
C. Locate the desired borrower (see page 37 - 38).
2. From the Application List screen, select the Master Student
link (see page 38).

The Master Student screen appears:

W’f A Password
Missouri Direct for ;y Logout

Add Loan Certify Dishursements Reports CommonLine Tools
e Person Search Loan Inquiry/Update PLUS Files
g tuagﬁggglum For more application details, simply click on the application ID
o Demographics
© Master Borrower Student: KIMBERLY N JOHNSON SSN: 000-00-0000
© Master Student o
@ Claims and Preclaims DatelorBirth: DEREAE
© Hold and Release Address: 000 A QUARTERS
QUANTICO, WA 22134

Phone Number: (703} 000-0000

Email:

Valid Address: A

Valid Phone: Y

MDHE Hotified Date: 0B/04/2003

Holder Notified Date:

Last School Attended: PARK UNIVERSITY

School OE Code: 002498

School Branch: o0

Current Enroliment Status: Withdrawn

Enroliment Status Date: 037162003

Anticipated Graduation Date: 06/01/2004

Application Loan List

- Loan |Borrower Name/ (Grade |Statusi Amount iew
Appiication I Loan ID Type |SSN Level |StatusDate Approved  Details
JOHMSOM, laproved
APPO00574248 LOADDD7O1071 | BF  |KIMBERLY 05 0712912002 $4,125.00 ks
196-86-4166

View Details column identifies loansiapplications you may view in detail. For privacy reasons, you may view
anly the detail for loans and applications associated with yvour institution, i.e., your institution is the lender,
holder, servicer ar school on the application recard
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3. View the following Demographic Information:

Field Name Description/Notes

Student
SSN
Date of Birth
Address
Phone/Email
Valid Address/Valid Y indicates that the borrower has provided a valid
Phone address/ phone.
¢ For a discussion of address/phone validation, see
page 60.

4. View the following enrollment information:

Field Name Description/Notes

MDHE Notified Date Date guarantor was notified of student enrollment

Holder Notified Date Date holder was notified of student enroliment

Last School Attended/
OE Code/Branch

Current Enroliment Valid values are:
Status/Current  Approved Leave of Absence
Enrollment Status Date o Deceased

¢ Enrolled Full Time

¢ Graduated

¢ Enrolled Half Time or More

¢ Enrolled Less Than Half Time
¢ Not Available

e Withdrawn

¢ Never Attended

Anticipated Graduation As reported by school
Date

5. In the Application Loan List, view:

Application ID Loan D Loan |Student Name/ (Grade | Status/ | Amount | Disb. Status/ | View

Type SSN Level Status Date Approved | Status Date Details
Pending
AMES, LISA Appraved Dishurserment
APPD00D850945 LOADDT 009208 | SF 177797777 04 132118/2003 $1,8332.00 ¥
12/01/2003
Fending
AMES, LISA Approved Dishurserment
APPD0O0D850945 |pAONDT009210 | SU 177777777 04 121182003 $1,667.00 ¥
12/01/2003

! Click on the Application ID link to view Application Detail
(See page 40 and page 65).
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Field Name Description/Notes

Application ID

In format APPOOOOXXXXX
* To view Application Detail, see page 40.)

Loan ID In format LOAOOOXXXXX
Loan Type One of the following:
e SF Stafford Subsidized
e SU Stafford Unsubsidized
e PL PLUS
e SL SLS
e CL Consolidation
e RF Refinanced
Student Name/SSN
Grade Level One of the following:

e 00 Correspondence

e 01 Freshman/First Year

02 Sophomore/Second Year

03 Junior/Third Year

04 Senior/Fourth Year

05 Fifth Year/Other Undergraduate
06 1st Year Graduate/Professional
07 2nd Year Graduate/Professional
08 3rd Year Graduate/Professional
09 4th Year Graduate/Professional
10 5th Year Graduate/Professional
11 6th Year Graduate/Professional
12 7th Year Graduate/Professional
13 8th Year Graduate/Professional
14 9th Year Graduate/Professional
15 10th Year Graduate/Professional
16 11th Year Graduate/Professional
17 12th Year Graduate/Professional
18 13th Year Graduate/Professional
19 14th Year Graduate/Professional
20 15th Year Graduate/Professional

Loan Status/Status
Date

Following are valid values for loan status:
e Approved

e Approved For Disbursement

e Incomplete

* Rejected

Amount Approved

Disbursement Status/
Date

Current Loan Status, and date current status was
established.

Disbursement Status can be one of the following:
¢ All Disbursements Fully Canceled

e Fully Disbursed

* Pending Disbursement

o Partially Disbursed

View Details

A'Y in this field indicates that you can view Application
and Loan Detail for this account.

6. Do you want to view Application Detail?

No: The procedure is complete.

Yes: Click on the Application ID link (See figure on page 64).

The Application Detail window appears (see page 40).
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Working with Claims MODEL Direct allows you to view a borrower’s claim and/or preclaim
and Preclaims records

(0 To WORK WITH THE CLAIM AND PRECLAIM SCREEN:

1. Navigate to the desired record:

a. Log into MODEL Direct, if you have not already done so
(See page 2).

b. From the MODEL Direct Home Page, select the Loan
Inquiry/Update link (see figure on page 36).
c. Locate the desired borrower (see page 37 - page 38).
2. From the Application List screen, select the Claims and Pre-
Claims link (see page 38).

The Claim/Preclaim screen appears:

=
Add Loan Certify Dishursements Reports CommonLine Tools
Loan InguiryUpdate PLUS Files
+ Person Search SSN: 000-00-0000
- .
g A[E':'—DE!CSE?;IL'SI Name: ALEXANDER CHARAL
o Demographics
o Master Borrower To view a claim or preclaim detail, click on the ID.
o Master Student
© Claims and Preclaims PreClaims
o Hold and Release [e——— ]
D Date \Luan Group |Amnunt (US$)Type fStatus
PRcO00358558 fotiz1/z003|  SF [ g18387.18 JOF [ cL
PRCOO0208986 06 /2001 ‘ SF | §17,450.22 JDF | RC
PRCO00034842 fo3i30r189a|  SF [ §18,055.10 JOF [ RC
PRCO00023207 UZIZUHBQB‘ SF | §15,030.72 g DF | 55
PRCO0D024950 fozizorisas|  SF | §1593978 JOF [ S5
FRO2066753139001 10118J’1995‘ SF | §$15412.16 § DF  RC
Frozoeerseidanodoorzoness|  sF | $15412.16 JOF | RC
Claitns
D Date |Lnan Group \nmuum {Us$) \Type |Status
[cLmooops71o1 forszoos [ sF | $1812921 [OF | P
=
I
Click on the Claim ID or Note: the PreClaim type can be one of the following:
PreClaim ID link to :
k i DF (delinquent on monthly payments),
view detail data (see - DQ (delinquent on payments less frequent than monthly),

pages 71 and 73). and

- SK (skip trace assistance for account not otherwise eligible
for pre-claim assistance).

3. In the Claim and/or PreClaim grid, view the following:

Field Name Description/Notes

ID ¢ PreClaim IDs have a CLM prefix
e Claim IDs have a CLM prefix
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Field Name Description/Notes

Date

Date Claim/Preclaim was received by guarantor

Loan Group

One of the following:

e SF Stafford Subsidized

e SU Stafford Unsubsidized
e SX Stafford -Sub/Unsub
e CL Consolidation

e PL PLUS

e RF Refinanced

e SL SLS

Amount (US$)

Amount (in U.S. Dollars) of Claim /PreClaim.

Type

For PreClaims: One of the following:

e DF Default

e DQ Default Less Freq than 1 month

e SK Skip

For Claims: One of the following:

e BC Bankruptcy, Chapter 12 or 13

e BH Bankruptcy, Hardship Petition

e BO Bankruptcy, Chapter 7 or 11

e CS Closed School

e DB Default prior to Bankruptcy Notification

e DE Death

e DF Default, Failure to Make Monthly Payments
e DI Disability, Total and Permanent

e DQ Default, Failure to Make Quarterly Payments
e DU Abbreviated Cure

e FC False Certification

e IN Ineligible

e UR Unpaid Refund

Status

For PreClaims: One of the following:
e AC Active/Complete

e AI  Active/Incomplete

e CL Claim Filed

e RC Recalled

e SS  Superseded

e TO Timed Out

e UR Untimely/Rejected

For Claims: one of the following:
e AP  Approved for Payment

e IP  In Process

e PD Paid

e RI  Reinstated

e RJ Rejected

e RP Repurchased

e RT Returned

e SP  Scheduled for Payment

e UP Urgent Payment
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Viewing PreClaim
Detail

No: Go to step 5.
Yes: Click on the PreClaim ID link for the desired PreClaim:

PreClaims

4. Do you want to view PreClaim detail?

Ly

Date \Luan Group |Amnunt us$) |Type Status

|
I\ ProOnOasasas  Woizona | aF

["s18387.18 [DF [ cL

The PreClaim Detail screen appears:

Missouri Direct for Educ

Add Loan
Loan InguiryUpdate PLUS

000-00-0000
ALEXAMNDER CHARAL

+ Person Search SSN:
Anplication List
Loan Detail

Demographics PreClaim
Master Borrower

o

Name:

Certify Dishursements Reports CommonLine Tools

Claims and Preclaims PR D

o
o
o
o Master Student
o
© Hold and Release

Loan Group,
Status:
Senicer Mame:
Servicer OE
Holder OE
Total Balance

Monthly Payment Amt:

PreClaim Loans

Receive Date:

PreClaim Type:

Holder Marme:

Frincipal Balance:

Payment Due Date:

Loans Matched:

PRCO0D358558
0172172003

SF (Stafford Subsidized)
DF (Defaulty

CL {Claim Filed)

: Ballie Mae Servicing Corporation

700181

CHASE MANHATTAN BAMK USA
833253

§18,387.18

$18,387.18

1072812002

$77 66

v

Loan Type.

Criginal Guaranteed Amt:

Loan Type.

Criginal Guaranteed Amt:

Loan Type.

Criginal Guaranteed Amt:

Loan Type.

Criginal Guaranteed Amt:

Loan Type.

Criginal Guaranteed Amt:

ASA Loan ID:

1st Dishursement Date:

ASA Loan ID:

1st Dishursement Date:

ASA Loan ID:

1st Dishursement Date:

ASA Loan ID:

1st Dishursement Date:

ASA Loan ID:

1st Dishursement Date:

LOAHO20667591005
SFiStafford Subsidized)
117211985

$2,650.00

Reported Prinicpal Balance Amaunt: §2,846.78

LOAHO20667591001
SFiStafford Subsidized)
097231982

$2,625.00

Reported Prinicpal Balance Amaunt: $2,820.10

LOAHO20667591002
SFiStafford Subsidized)
091151933

$3,500.00

Reported Prinicpal Balance Amaunt: §3,749.07

LOAHOZ0667591003
SFiStafford Subsidized)
0272411934

$5,500.00

Reported Prinicpal Balance Amaunt: $5,909.83

LOAHO20667591006
SFiStafford Subsidized)
01/10M1936

$2,850.00

Reported Prinicpal Balance Amaunt: $3,061.34

Files

Detail of the
PreClaim

Detail of the
individual
loans
covered by
the PreClaim
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a. View the following PreClaim information:

Field Name Description

PreClaim ID ¢ PreClaim IDs have a PRC prefix
e Claim IDs have a CLM prefix

Receive Date Date Claim/Preclaim was received by guarantor

Loan Group One of the following:

SF  Stafford Subsidized
SU Stafford Unsubsidized
SX  Stafford -Sub/Unsub
CL Consolidation

PL PLUS

RF  Refinanced

SL SLS

DF Default
e DQ Default Less Freq than 1 month
e SK Skip

PreClaim Type

Status One of the following:

e AC Active/Complete
e AI  Active/Incomplete
e CL Claim Filed

¢ RC Recalled

e SS  Superseded

e TO Timed Out

UR  Untimely/Rejected

Servicer Name/OE Code

Holder Name/OE Code

Principal Balance

Total Balance

Payment Due Date

Monthly Payment Amt

Loans Matched A'Y in this field indicates that loans were
matched to the preclaim (see following sidebar)

b. View the following information for associated loan

Field Name Description

Loan ID In format LOAOOOOXXXXX

Loan Type One of the following:

SF  Stafford Subsidized
SU  Stafford Unsubsidized
SX  Stafford -Sub/Unsub
CL Consolidation

PL PLUS

RF  Refinanced

SL SLS

1st Disbursement Date

Original Guaranteed Amt

Reported Principal Bal. Amt Balance as of time PreClaim was filed
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Viewing Claim Detail

No: The procedure is complete.
Yes: Click on the Claim ID link for the desired Claim:

PreClaims

Ly

5. Do you want to view Claim detail?

Date \Luan Group |Amnunt us$) |Type Status

|
I\ ProOnOasasas  Woizona | aF

["s18387.18 [DF [ cL

The Claim Detail screen appears:

Missouri Direct for Edy

(/774
(_/

BOSTON COLLEGE Add Loan Certify Disbursements Reports CommonLine Tools
Loan  InguiryUpdate PLUS Files
* Berson Search SSN: 000-00- 0000
g f%w Name: ALEXAMNDER CHARAL
o Demographics Claim —
© Master Borrower
O R Claim ID: CLMO000S71 21
o Hold and Release Receive Date: 107152003
Associated PreClaim ID: PRCO003538558
Loan Group: 5F (Stafford Subsidized) .
Claim Type: DF (Default, Failure to Make Manthly Pavments) Detall Of the
Claim Status: IP {In Process) C|a|m
Status Date: 10/22/2003
Principle Claimed: $18,129.21
DCO Date: 10/28/2002
Rearctivated Date:
Paid Date:
Paid Amount: §0.00
T e Free form
comments
PAY 12/02 STAF WIORIG NOTE. IB
— entered by
Claim Loans C|aimS
processor
ASA Loan ID: LOAHO20667591005
Loan Type: SFiStafford Subsidized)
1st Dishursement Date: 11/21/1995
Criginal Guaranteed Amt: $2 650.00
Reported Prinicpal Balance Amaunt: $2,806.76
——
ASA Loan ID: LOAHO20667591001
Loan Type: SFiStafford Subsidized)
1st Dishursement Date: 09/23/1992
Criginal Guaranteed Amt: $2 625.00 ————
Reparted Prinicpal Balance Amount. $2,779.89 Detail of the
- individual
ASA Loan ID: LOAHO20667591002
Loan Type: SFiStafford Subsidized) |OanS
15t Dishursement Date: 09151993 Covered by
Criginal Guaranteed Amt: $3,500.00 .
Reported Prinicpal Balance Amaunt: $3,697.42 the Clalm
ASA Loan ID: LOAHO20667591002
Loan Type: SFiStafford Subsidized)
1st Dishursement Date: 08/24/1994
Criginal Guaranteed Amt: $5,500.00 ———
Reported Prinicpal Balance Amaunt: $5,826.82
—
ASA Loan ID: LOAHO20667591006
Loan Type: SFiStafford Subsidized)
1st Dishursement Date: 011001996
Criginal Guaranteed Amt: $2,850.00
Reported Prinicpal Balance Amaunt: $3,018.32
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Associating a
PreClaim with a
Claim...

While not required, a Claim
may have an associated
PreClaim.

¢ The following PreClaim
types cannot be linked to an
incoming claim:

- Skip
- Superseded
- Recalled

¢ A Claim may be associated
with a Preclaim that is
already associated with one
or more other Claims.

e The loan groups on the
Claim and PreClaim must be
of the same loan type.

¢ The PreClaim original
received date must be within
330 days of the Claim
received date.

¢ If more than one PreClaim
match is found for a Claim,
the Claim is associated with
the PreClaim that has the
most recent received date.

a. View the following claim information:

Field Name Description

Claim ID

In format CLMOOOOXXXXX.

Receive Date

Date Claim was received by guarantor.

Associated PreClaim
1D

MODEL Direct matches the person code on the
claim with the person code of an existing
PreClaim record.

Loan Group One of the following:
e SF Stafford Subsidized
e SU Stafford Unsubsidized
e SX Stafford -Sub/Unsub
e CL Consolidation
e PL PLUS
e RF Refinanced
e SL SLS

Type e DF Default

e DQ Default Less Freq than 1 month
e SK Skip

Status/Status Date

One of the following:

e AC Active/Complete
e Al  Active/Incomplete
e CL Claim Filed

e RC Recalled

e SS  Superseded

e TO Timed Out

¢ UR Untimely/Rejected

Principal Claimed

Amount of principal claimed by holder.

DCO Date

Date condition occurred

e For certain claims (for example, a bankruptcy
claim), the claim must be filed within a certain
time period after the date the condition
occurred.

Reactivated Date

The date a previously returned or rejected claim
is resubmitted to the guarantor

When a claim is resubmitted, its status is
changed to IP (in process) and is considered to
be reactivated.

Paid Date/Paid
Amount

Amount paid by guarantor to holder.

b. View comments (if entered), from the original claims pro-

cessor:

Comments

FAY 12/02 STAF WIORIG NOTE. 1B
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c. View the following information for associated loans:

Field Name Description

Loan ID In format LOAOOOOXXXXX.

Loan Type One of the following:

e SF Stafford Subsidized
SU  Stafford Unsubsidized
SX  Stafford -Sub/Unsub
CL Consolidation

PL PLUS
RF  Refinanced
SL sLs
1st Disbursement Date
Original Guaranteed Amt
Reported Principal Bal. Balance as of time PreClaim was filed.
Amount
Changing a Hold/ As previously shown, you can change a hold/release status from the Loan
Release Status Detail screen (see page 54). You can also use the Hold/Release link to

change a hold status:

L To CHANGE A HOLD/RELEASE STATUS:

1. Navigate to the desired record:

a. Log into MODEL Direct, if you have not already done so
(See page 2).

b. From the MODEL Direct Home Page, select the Loan
Inquiry/Update link (see figure on page 36).
C. Locate the desired borrower (see page 37 - page 38).
2. From the Application List screen, select the Hold/Release
link (see page 38).

The Loan List appears:
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Ce—

Add Loan Certify Disbursements Reports CommonLine Tools
o PersonSearch Loan InguiyUpdate  PLUS Files
o Appli List To hold & release detail, select the Loan ID.

o Loan Detail

© Demographics §
o Master Borower OB WAHAMATY

o Master Student Name: LISAANES
o Claims and Preclaims

o Hold and Release . __
Lo ertified ]
Loan ID Type Amount Receive Status Status Date BS
Cl k L ID | k Date Approved Date
ICk on a Loan ink to Application ID: APP000850945
access Hold/Release |Losontonsons | F [9163300 12172003 | PEndng 12/01/2003 v [
) . 8 | 1210112002 Disbursement
information for a given loan. 0ae T
Losontonazto | sy (B 120172003 12m112003 v
1210112002 Disbursement

This page only displays those approved loans for which you have view permission

3. If desired, view the following:

Field Name Description

Loan ID In format LOAOOOOXXXXX
Loan Type One of the following:
e SF Stafford Subsidized
e SU Stafford Unsubsidized
e SX Stafford -Sub/Unsub
e CL Consolidation
e PL PLUS
e RF Refinanced
e SL SLS
Approved/Certified Amount/
Date Approved
Application Receive Date
Disbursement Status/ Current Disbursement Status, and date current
Disbursement Status Date status was established.

Disbursement Status can be one of the following:
o All Disbursements Fully Canceled

¢ Fully Disbursed

e Pending Disbursement

o Partially Disbursed

B Borrower Indicator (a Y in this field indicates that
this individual is the borrower of record on the
corresponding application).

S Student Indicator (a Y in this field indicates that
this individual is the student of record on the
corresponding application).

4. Click on the desired Loan ID (see above figure).
The Loan Detail screen appears (see page 54).

5. Change the hold status from the dropdown menu (see page 57).
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Changing the Hold/Release
Status of Multiple Records

You can change multiple hold statuses at one time by selecting:
e a series of SSNs, or:

¢ all disbursements with a specific set of conditions.

Choosing a Selection |

To CHOOSE A SELECTION METHOD:
Method

a. Log into MODEL Direct, if you have not already done so
(See page 2).

b. From the MODEL Direct Home Page, select the Loan

Inquiry/Update link (see figure on page 36).
6. Click on the Hold/Release Flag link:

Add Loan Cerfify Disbursements Reports CommonLine Tools
& Person Search Lean  InquiryUpdate PLUS Files

+ Wuiple Updates
o HoldiReleaselrlan] Ta Search for a person, please enter SSK or Name, or you may search by the Commonine Unique ID or

MDHE Loan ID. You may also access one of MODEL's "Multiple Update” features by elicking a link in the left
menu.

Social SecurityNumber: ||
Last Name: |
First Name: | m:[
Date of Birth: T T
Search Reset

The following screen appears:

_ E/ Logout > ‘ré_

Add Loan Certify Dishursements Reports CommonLine Tools
= Persan Search Loan  InquiryUpdate PLUS i
= Multiple Updates

© Hold/Release Flag

This feture allows you to make changes to groups of dishursement records' holdirelease status. There
are four steps in this process. On this pace, you first selectwhether you plan to place dishursements on
Hold or Release and choose how vou will select dishursernent records to change.

* The"8SN Entry* method allows entry of up to 26 S5Ms
* The Selection Criteria option allows selection of borrower recards using one or mare |oan fields

Change Dishursement to: SelectOne »
Select Disbursement records by: | Select One B

Continue

Loan Inquiries and Updates in MODEL Direct 77



In the Change Disbursement To field, select Hold or
Release from the dropdown list:

Change Dishursement to: SelectOne =

Select Dishursement recards by, RECHCANOL

This feature allows you to make changes o groups of dishursement records’ holdrelease status. There
are four steps in this process. On this page, you first select whether you plan to place disbursements on
Hold or Release and choose how you will select dishursement records to change

* The"SSN Entry" method allows entry of up to 26 S5Ns
« The Selection Criteria option allows selection of borrower records using one or more loan fields

In the Select Disbursements By field, select SSN Entry or
Selection Criteria from the dropdown list:

Change Disbursement to HOLD -
Select Dishursement records by. [Select One -

SEN Entry
Selection Criteria

This feature allows you to make changes to aroups of dishurserment records’ holdirelease status. There
are four steps in this process. ON this page, you first select whether you plan to place dishursements an
Hold or Release and choose how you will select dishurserment recards 1o change

# The"S8M Entry' method allows entry of up to 26 58Ns
# The Selection Criteria option allows selection of borrower records using one or more Ioan fields

Click the Continue button (see figure above).

If you chose the SSN Entry Method in step 5, you'll see the fol-

lowing:

Step 2: Use this page to enter borrower Soeial Security Numbers with or without hyphens)

Search Clear

You can enter up to

—r— 26 SSNs in the text
) — boxes on the form

If you chose the Selection Criteria Method in step 5, you'll see

the following:

Disbursement Start Date:
Disbursement End Date:
Loan Period Start Date:
Loan Period End Date:
Grade Level: [All -
Dishursement Sequence: [All <]

Search Clear

Step 2: Use the fields below to search for dishursements you wish to change the holdirelease flag,
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10. Enter the following, based on the selection method you chose
(see previous figures):

If you chose: Enter the following:
SSN Entry The SSNs of the records you want to change (up to 26)
Selection Criteria Any combination of:

o Disbursement Start Date/End Date
e Loan Period Start Date/End Date
e Grade Level: One of the following:
- Al
- Freshman
- Sophomore
- Junior
- Senior
- Year 5 Undergrad
- 1st Year Grad
- 2nd Year Grad
- 3rd Year Grad
- 4th Year + Grad
¢ Disbursement Sequence (1-4)

11. Click the Search button

You'll see the following:

Important: If a selection criteria search

i hat 1 :
contains more that 100 records m e
e MODEL Direct returns the records in L Ay oy L

Direct fof E Logout
groups of 100, and: -
° Prompts you to do a Se|ecti0n for each LA:;;::' InuulLrynJI?I:dme (':)eLrllJlgy Dishursements Reports comrrirll::Line Tools
set of records until all records are . :"i"ﬁs‘liepa”r;r% Step 3: The table below lists the On Hold dist ts that meet triteria. ¥ tselect th
o @ table below lists the On Hold dishursements that mest your input critsria. ou must select the
reviewed (see page 8]_) © Hold/Release Flag e youwantto change by clicking the checkiox. You may als s the-Belact ot and “Clear af putons
o sslectidesalect all rows an this page
The text at right will include the following A B in the*Select column ingicates there are no dishursements that match your search erfieria, You can
alert message' click onthis icon to see the reason we were not able to find any disbursement records for this entry.
v h iteria h sslectall | Clearal Submit Changes
. our searc criterlia as
returned <XXX> - Setect| BUTONET | ame Ll Dme | pean | ehsed | OB ol Reason
i HUDSON, su noi0z2003- | 1
disbursements, we are 00 - KrLE LoAn 257515 s a004 1 2iyznng | $200000 | Sehaal Hold
displaying the first 1 HUDEON, sU 08/02/2003 - 2
ai E yrng N thi r \rLE LOADD1257515 (05182004 |01/07/2004 | $2.000.00 | School Hold
lsbursements on 1s page. o annn CORCORAN, SF 09/0212003 - 2
After processing these o JOSEPH  |LOAOD1059938 05Mer2004 [o1/o7/200 | 425000 | Scheol Hold
) . I |oo-00-oo00 | CORCORAN, U pei0zz003- | 2 . |$5,000.00 |School Hold
items, you will be able to JOSEPH  |LOADO1059940 (051182004 [01/07/2004
' (m] [ELI &7 PR 2 $2,750.00 | School Hold
continue processing the ovia LOAOD1070863 |05/1812004 [01/07/2004 | **
00.00-anng PERREAULT, sF vanz2003- | 2
remaining disbursements that =] REBECCA  |LOAODI053733 05132004 |o1/arizang | B78000 | School Hold
match your input criteria. l 00000000
. selectal | | Clearal Submit Changes
Check the items whose status you want to
change (or click the Select All button). I
e For an SSN Entry search: a checkbox indicates that Click to clear all checked items.
the SSN was not found.
¢ A yellow highlight also indicates that the record could Click when you are ready to process your selection.

not be processed.
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12. Process your selection as follows:

a. View the following fields as desired:

Field Name Description

Borrower SSN/Name

Loan Type/ e Loan type is one of the following:
Loan Code - SF  Stafford Subsidized
- SU Stafford Unsubsidized
- SX  Stafford -Sub/Unsub
- CL Consolidation
- PL PLUS
- RF  Refinanced
- SL  SLS
e Loan Code is in the format LOAOOOOXXXXX

Loan Period Educational year for which the loan funds are
allocated

Disb Seq/Disb Date/ * Disbursement sequence (1-4) and date of
Disb. Amount disbursement

Hold Reason One of the following:

¢ A Copy Missing

¢ Admin (Administrative) Hold

MPN Hold (Complete MPN Not Present)
Reallocation

School Hold

Other

b. Select the records you want to process, or click the
Select All button (see figure on page 79).

c. Click the Submit Changes button.

You'll see the following window:

Microsoft Internet Explorer

S|

You have selected 2 disbursement(s) to change. Do you wish ko continue? Please note, this operation can not be interrupted and may take several
minutes. Please do not closs your browser or dick any browser buttons.

d. Click Yes to start the update:

You'll see the following window while your request is pro-
cessing:

Important: do not
close your browser
window, click
browser buttons, or
engage in any other

intel.net activity .Qa'.?o\’:sp?’(?rthelgSclgfléliauigestieuvisr;‘Pn!‘eujjt&esd? notclose your brawser or click any browser
while this window is =
on screen. b

e
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When processing is complete, you'll see one of the follow-
ing windows:

Hissour! Dircct for Educational Loans

BOSTON COLLEGE Add Loan

Loan InquiryUpdate  PLUS
« Person Gearch
o Multiple Updates

o HoldRelease Flag

day afler the change s made) via ASA Direct's Update Loan Report’

the Update Status to leam why the holdirelease flag could not he updated

*§ G5NS) retrieved hased on input criteria
* B record(s) selected to be updated

5 record(s) suctessfully updated

=1 record(s} not updated.

~Transaction processed 1241142003 2:54:01 PM,

Certify Dishursements Reports CommonLine Tools

Step 4: The table below reports the status (success o failure) of the holdrelease flag updatets) you
requested. You can printthis page for your records. All suceessful ransactions are available (one business

fterns we were unable to process will display "Unsuccessful' in the "Undate Status” column. You may click on

View the following:

Files
e Number of SSNs in set,
« Total number of loans processed,

e Number of successful and unsuccessful
updates, and:

¢ the time of the transaction.

and:

s Person Search
* Wultiple Updates

the following alert message:

Please note that there are
additional disbursements
that meet your input
criteria. You may review
the next set of
disbursements by clicking
on the Continue Processing
button below.

0 Hold/Release Flag

. " New
Updat B L Ty L Dish Si Dish Hold
Status SN o LoanCode | Period | Disbbate | Ami F'::; Roason
MAGUIRE, PL 09/02/2003 - 2
WOHR LOADDT 024041 |05M18/2004 |01/0Ti2004 BELIEMOD || 69
LADAM, PL 09/02/2003 - 2
MICHAEL LOADDT 026567 |05/18/2004 010752004 GliiEnan|| 6 .
KINGON, PL (0022003 2 | grrmon | m If an update is unsuccessful, the row
MICHAEL LOADDT028567 |05/168/2004 010752004 " . . . .
[ANDERSON, FL og0z003-| 2 e will be hlghllghted n yeIIow.
MASSIE LOADDT 030603 |05/18/2004 |01/0Ti2004 e
LOVELL, 09/02/2003 - 2 i i
KATHLEEN LOADDT 059835 |05/168/2004 |01J0742004 AT - ® CIICk on the UnsucceSSfUI Ilnk to
TURCHESHEN, BF 09/02/2003 - 2 MPN i i
o00-00.q000[[oRCHERHEN. | 6 O00S | aons| S000n0 [ v | TN view the reason(s) the update failed.
-
If the selection contained more than
100 records, you will also see /¥ e
« the Continue Processing Button, -

Add
Loan

Loan

Certify Dishursements Reports CommonLine Tools
InquiryUpdate i

PLUS

Step 4: The tatle below reponts the status (suceess or failure) of the haldirelease flag update(s) you requested. You
can print this page far your recards. All successful tansactions are available (one business day after the change is
made) via AGA Direct's Update Loan Report’

Items we were unable to process will display "Unsuccessiul® in the "Update Status” column. You may elick on the
Update Status to learm why the holdirelease flag could not be updated

Please hote that there are additional dishursements that mestyour input criteria. You may review the next set of
dishursements by clicking the "Continue processing” button belowr.

*73 38N(s) retrieved hased on input criteria.
*100 record(s) selected to he updated

* 95 recard(s) successfully updated

* 5 record(s) not updated

* Transaction pracessed 121112003 2:39:03 PM.

1 Continug processing I

e. Do you see the Continue Processing button?
(see figure above).

No: Your update is complete.

Yes: Repeat steps 9a through 9e (your search turned up
more than 100 records, and you have records remaining
to process).

Loan Inquiries and Updates in MODEL Direct
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CHAPTER 4 WORKING WITH PLUS LOAN
CERTIFICATIONS

MODEL Direct makes it easy for you to:
e Certify and refuse new PLUS loans,
e Certify a PLUS Loan you have previously refused, and:

e Work with declined loans (and review loans by status)

Certifying or Refusinga ] To CERTIFY A PLUS LOAN:
PLUS Loan

1. Log into MODEL Direct, if you have not already done so (See
page 2).

2. From the MODEL Direct Home Page, select the PLUS Certifica-
tion Request Link.

Certify |Disbursements Reports CommonLine Tools

Loan  InquinyUpdatg

If no loans are awaiting certification: you'll see an alert
message:

Add Loan Dishursements Reports CommonLine Tools
Loan  InquiryUpdate Files

“fou do not have any Inans awaiting School Certification

If loans are awaiting certification: you'll see a window sim-
ilar to the following:

Working with PLUS Loan Certifications 83



You can sort
certifications by any
field in the drop down

. Add Loan PLUS Dishursements Reports CommonLine Tools
list (see step 3). Loan InguinsUpdate  Certification |
PLUS Loans Retuest

.
* Refused PLUS Loans
* Declined PLUS Loans
.

PLUS Loans with Expired Credit “four List of PLUS loans ready to be Certified

I Sortby: | Borrower SSN had I

Each row represents a O Stutent Name  B0rTOwer Lender

oy lame Loan Amount icatis Endorser
7 Student SSN o .
loan aWaltIng SCR Code MPN Serial Loan Code Borrower SN Period® RequestedDate  Recelved  Status \ndicator "MHated
e s MPN Complete StudentDos 08 Fla
certification. orrouer
m— ——
MPNOO05 33367 s T Mcgonnell, Gail | 0512004 $10,000.00 o Approver | N Y
i . Scooooo114s1 MEW oopmnoopn "0O-000000 052005 041222004
Click on the SCR link InComplete 05051954
06/15/1984
to open the loan MPNODO525057 E:ﬁ;‘f‘ gE‘ELEO'S‘ 0912003 §5,500.00 o Approved N v
record for processing R 000000000 pop-npoppp  CH200 030292004
Jeometete 05311983 101401951

(see step 5).

“Loan Period dates as entered by borrower

3. Do you want to sort the grid by a specific field?
No: Go to step 5.
Yes: Select a value in the Sort By field (see previous figure).

You can sort by any of the following fields:

¢ Application Received e Lender Initiated Flag ¢ Requested Date
e Application Status e Loan Period e SCR Code

e Borrower Name e MPN Complete ¢ Student DOB

¢ Borrower SSN ¢ MPN ID ¢ Student Name
¢ Borrower DOB e MPN Serial Loan Code ¢ Student SSN

¢ Endorser Indicator ¢ Requested Amount

4. View the following fields if desired:

Field Description/Notes

SCR Code School Certification code (in Format SCQO000XXXXX)
MPN ID In format MPN000000000
Serial Loan Code Either New (first application on MPN) or

Serial (Additional application on MPN).

MPN Complete Either Complete, Incomplete, or Revoked.

Student Name/SSN/
DOB

Borrower Name/SSN/
DOB

Loan Period As entered by borrower

Requested Amount/
Date

Application Received
(Yes/No)
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Field Description/Notes

Application Status Either Approved or Appeal Approved.

Endorser Indicator A'Y in this field indicates that an approved endorser is
attached to the application.

Lender Initiated A'Y in this field indicates that the lender of record

Indicator initiated the application.

5. Click on the SCR link for the loan you want to certify (see previ-

ous figure).
You'll see the following screen:

Mm A Password
- E/ Logout

Add Loan Certify  Dishursements Reports CommonLine Tools
Loan  InquiryUpdate PLUS il

» Cerdiff PLUS Loans
» Refused PLUS Loans
# Declined PLUS Loans SCRCode: SCO000003532

+ PLUS Loans with Expired Credit ication Type : PLUS
Loan Period : 09/2003-01/2004
Borrower : SARBJIT GINGH

Student : ASHWINDER SINGH

*fou may"Certify’ the 10an by providing the certification amount on the next page OR "refuse” certification
OR"Cancel" your operation

Cerify Refuse Caneel

6. Do one of the following:

o Click the Certify button to certify the loan.
o Click the Refuse button to refuse the loan.

o Click Cancel to abort the certification process.

7. Did you click the Refuse button in step 5?

No: Proceed to step 7.
Yes: You will see the following alert message:

x

WHARMING! You are sbout to refuse the loan certification for this candidate. This means that the lnan application will be removed From the list of PLUS
loans ready ko be Certified, Are you sure yau want ko do this? OK will remave the PLUS loan From the list and CANCEL will keep the loan on the list,

Microsoft Internet Explorer

a. Click OK to refuse certification.
The screen refreshes the certification list (see step 2).

b. Proceed to step 9.

8. Did you click the Certify button in step 57?

No: The entire process is complete.

Working with PLUS Loan Certifications
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Recommendation...

While not required, we recommend
that you review the entire PLUS
app, making sure that all required
information is entered (see
“Certifying a PLUS Fastap” on
page 27).

Certifying a Previously
Refused PLUS Loan

Yes: You are taken to the PLUS Full App screen for the borrower
(see page 23)

9. In the School Information section of the PLUS App, add the
PLUS Certified Loan Amount:

School Information

School OF Code: 002498 Branch: | 00 - PARK UNIVERSITY >

Loan Period

FromDate: [01_ (Jo1([2008 ToDate:[05 ([31j[z000
GradeLevet [Freshman |  Enrolment Status: [Ful Tims 7]
Anticipated Graduation Date: 12 ;[31 j[z007
Costof Attendance [+5000
Estimated Financial ait: [25000

I PLUS Certified Loan Amount: |5000 I
10. Click the Save button.

The loan is certified

Important!

If you see warning
messages (as in the
following screen):

o the loan is certified,
but:

e you must resolve the
issues listed before
the loan is
guaranteed and/or
disbursed:

s Reports Commonine Tools.
Files

You can certify a PLUS Loan you have previously refused.

(0 To CERTIFY A PREVIOUSLY REFUSED PLUS LOAN:

1. Log into MODEL Direct, if you have not already done so (See
page 2).

2. From the MODEL Direct Home Page, select the PLUS Certifica-
tion Request Link.

3. Click on the Refused PLUS Loans Link.
You'll see the loans for which you've refused certification:
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You can sort
certifications by
any field in the
drop down list

Add Loan PLUS Disbursements Reports CommonLine Tools
(see step 4) Loan Inquirypdate  Ceriiation
& PLUS Loans Request

+ Refused PLUS Loans
« Declined PLUS Loans

The List of PLUS Loans That You Refused Certification

» PLUS Loans with Expired Credit

I Sortby: | Borrower SSN s I

MPN D Student Name Borrower Name ) T
5 Stutent SSN  Borrower SSN  Loan Period” Amount Endorser L
SCR Code MPN Serial Loan Code RomuosiodDato Recoed  Staus | micator "V
MPN Complete Student DOB  Borrower DOB g
SKIDMORE,  SKIDMORE,
MPNOO0529742 s A 0902004 $15,000.00 Aoproved N v
500000011262 NEW 00000000 000-0poppy  UAE004  Dam7o0ng
Complete 101131882 1212741956
Willams,  WILLIAMS,
e PG 0102004 §6,000.00 Aoproved N N
500000010788 00000000 0o0oqogy D3 minszons
InGomplete

12128110982

“Loan Pariad dates as entered by barromer

AM31961

4. Do you want to sort the grid by a specific field?

No: Go to step 5.

Yes: Select a value in the Sort By field (see previous figure).

You can sort by any of the following fields:

¢ Application Received
¢ Application Status
e Borrower Name

¢ Lender Initiated Flag
¢ Loan Period
e MPN Complete

Requested Date
SCR Code
Student DOB

e Borrower SSN e MPN ID Student Name
¢ Borrower DOB ¢ MPN Serial Loan Code Student SSN
e Endorser Indicator e Requested Amount

5. View the following fields if desired:

Field Description/Notes

SCR Code School Certification code (in Format SCQO000XXXXX)

MPN ID In format MPN000000000

Serial Loan Code Either New (first application on MPN) or

Serial (Additional application on MPN).

MPN Complete Either Complete, Incomplete, or Revoked.

Student Name/SSN/
DOB

Borrower Name/SSN/
DOB

Loan Period As entered by borrower

Requested Amount/
Date

Application Received
(Yes/No)

Application Status Either Approved or Appeal Approved.
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Field Description/Notes

Endorser Indicator A'Y in this field indicates that an approved endorser is
attached to the application.

Lender Initiated A'Y in this field indicates that the lender of record
Indicator initiated the application.

6. Click on the SCR link for the loan you want to certify (see previ-
ous figure).

You'll see the following screen:

Logout

- -

Add Loan Certify Dishursements Reports CommonLine Tools
Loan  Inquirylpdate  PLUS i

o Ceriiy PLUS Loans
 Refused PLUS Loans
« Declined PLUS Loans SCR Code : SCQO00009532

« PLUS Loans with Expired Credit  Application Type: PLUS
Loan Period : 0/2003-01/2004
Borrower : SARBJIT SINGH
Student: ASHWINDER SINGH

Yau may"Certiy' the 10an by praviding the certification amaunt on the next page OR "refuse” certification
OR "Cancel' your operation.

Cerity Cancel

7. Click the Certify button.

You are taken to the PLUS Full App screen for the borrower (see
page 23).

8. Complete steps 8 and 9 of the procedure "Certifying or Refusing
a PLUS Loan" (see page 85).

Working With Declined MODEL Direct allows you to:

Lo
ans e view the detail of declined loans, and:

¢ send notification to the school.

L To PROCESS A DECLINED LOAN:

1. Log into MODEL Direct, if you have not already done so (See
page 2).

2. From the MODEL Direct Home Page, select the PLUS Certifica-
tion Request Link.

3. Click on the Declined PLUS Loans link.
You'll see a list of loans which have been declined:
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You can sort Mm

certifications by any
field in the drop down
list (see step 4).

Addl Loan PLUS Dishursements Reports CommonLine Tools
Loan InguiryUpdate  Certification Files
* PLUSLoans Request

» Refused PLUS Loans
# Declined PLUS Loans

« PLUS Loans with Expired Credit “Your List of PLUS Loans which have been Declined Certification:

Sortby: | Borrower SSN =

Primary

StudentName  Borrower Name Requested 00 Display
SCRCode StudentSSN Borrower SSH  Loan Period: AMOUM g e dungal Loy
. . Requested Status .
Click to view school StidentDOB  Borrower DOB Date ;"i"; Information
notification (see SULLIVAN, SULLIVAN, 120003 segoogn  @1D4R1- oo
the foIIowing figure scannnnasa oA HEnRY 0712004 1ansoons Detail
000-00-0000  000-00-0000
and table). 1100511584 0471711349
Denied
fr:‘a”;h’gkaa" Eh,y“;enmake" 0172004 $16,500.00 (DBBT;? 15 Pending
5COD000T0764 goooe'onon oonoo.gnon 062008 0171512004 ODEA|  petail
031311984 06/08/1957
L o100 8340000 S penieg .
scaooootossn ot T opoonn D005 127042003 Detail
0912011884 0710711350

“Loan Period dates as entered by borromer

4. Do you want to sort the grid by a specific field?
No: Go to step 5.
Yes: Select a value in the Sort By field (see previous figure).

You can sort by any of the following fields:

¢ Borrower Name e Student Name e Loan Period
¢ Borrower SSN e Student SSN ¢ Requested Amount
e Borrower DOB e Student DOB ¢ Requested Date

e SCR Code

5. View the following fields if desired:

Field Description/Notes

SCR Code School Certification code (in Format SCQO000XXXXX)

Student Name/SSN/
DOB

Borrower Name/SSN/
DOB

Loan Period As entered by borrower

Requested Amount/
Date

Primary Phone/
Secondary Phone/EMail

Appeal Status Either Denied, Appeal Denied, or Denied Pending
Appeal

Working with PLUS Loan Certifications 89



Description/Notes

Display Declined Click on the Detail link to view the school notification of
Information the denial (and optionally, print the detail for mailing -
see following figure).

6. In the Display Declined Information column, click on the
Detail link for the desired loan.

You'll see the following:

Dear Financial Aid Officer:

The requestfor the following Federal PLUS loan is denied:

Borrower Name: CALABRE, ROBERT
Borrower SSN: 000-00-0000
Student Name: CALABRE, JORDAN
Student SSN: 000-00-0000
Amount Requested: $4,000.00

Credit Bureau Name: Trang Union

P.0. Box 390

Credit Burcau Address: Springnield, PA19064-0390

Click the Print

e T ot R o e e e i button to get a
copy of the
T = notification letter.
Viewing SCR Records 0 To ViEw SCR RECORDS WITH EXPIRED CREDIT CHECKS:
with Expired Credit
Checks

- 1. Log into MODEL Direct, if you have not already done so (See
Before You Begin... g Y y (

page 2).
) é\ecéfgffeihﬁiﬁéé f;?wntsﬁiemd ° 2. From the MODEL Direct Home Page, select the PLUS Certifica-
Lencers partematon e tion Request Link.
ZES{Z";?”;,S;;%;%EH@, 3. Click on the PLUS Loans With Expired Credit Link.
é’ﬁ‘.’gé?s i the ASA System Gser You'll see the all SCR records with expired credit checks
For Example:

- The Lender of record on a
given application considers
a credit check to be current
until it is 90 days old.

- If the loan is not certified
after 91 days, it appears in
the grid.
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An SCR will remain in the grld Add Loan PLUS Dishursements Reports CommonLine Tools

t.l' Loan InquiryUpdate  Certification Files
until: o PLUS Loans Bsousst
¢ The School certifies the loan T Retesn L oane
(a new credit check will be « PLUS Loans with Expited Credit This page lists all school certification requests that have expired eredit checks (hased
. d on the number of days the (oan's lender considers a credit check valid). The records will
reqmre )' be listed on this page until one of the following

e The borrower authorizes the

« ‘four gchool cerifies the loan record, Please note, however, ASA will not be able

Operating Organization to t0 apprOve the loan wihoute-running a oredit sheckorhe bomower.Afierhe
perform a new credit check. :;:n‘ﬁﬂiﬁg;ﬂ%u\(”?&‘gan actess the [0ans status using ABA Direct's Loan
« 30 days have passed since the « The loan period end date is more than 30 day ago.

» The horrower authorizes ASA to perform a new credit check,

Sort by: | Student 35K =

loan period end date

MPNID Stutlent Name Borrower Name - - T
SCR Cod MPN Serial Loan Code Student SN Borrower SN Loan Period* Amount el
ode erialtoan Code RetuestedDate  Receved  Staus  Indicator
MPH Complete Student DOB  Borrower DOB Flag
SKIDMORE,  SKIDMORE,
MPND00529742 AT 0972004 §15,000.00 Ves Approved N v
5CO000011262 NEW 052004 040742004

000-00-0000  000-00-0000

Complete 10/13/1982  12/27/1856

“Loan Periad dates 2z antsred by bomowar

4. Do you want to sort the grid by a specific field?
No: Go to step 5.
Yes: Select a value in the Sort By field (see previous figure).

You can sort by any of the following fields:

¢ Application Received ¢ Lender Initiated Flag ¢ Requested Date
e Application Status e Loan Period e SCR Code

e Borrower Name e MPN Complete ¢ Student DOB

e Borrower SSN e MPNID e Student Name
¢ Borrower DOB e MPN Serial Loan Code e Student SSN

e Endorser Indicator e Requested Amount

5. View the following fields if desired:

Field Description/Notes

SCR Code School Certification code (in Format SCQO000XXXXX)
MPN ID In format MPN000000000
Serial Loan Code Either New (first application on MPN) or

Serial (Additional application on MPN).

MPN Complete Either Complete, Incomplete, or Revoked.

Student Name/SSN/
DOB

Borrower Name/SSN/
DOB

Loan Period As entered by borrower

Requested Amount/
Date
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Field Description/Notes

Application Received
(Yes/No)

Application Status

Either Approved or Appeal Approved.

Endorser Indicator

A'Y in this field indicates that an approved endorser is
attached to the application.

Lender Initiated
Indicator

A'Y in this field indicates that the lender of record
initiated the application.

6. Click on the SCR link to view detail for a specific certification

request (see page 85).

Important: You cannot certify a loan with an expired credit
check unless the Operating Organization performs a new credit

check.
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CHAPTER 5

Before you
begin...

...you will only be able to view
and/or modify disbursements
made via ATOM II.
¢ When disbursements are
handled by a lender
- The disbursement
information is not
available through MODEL
Direct (you will see the
message displayed on
page 94).
You will need to contact
the lender directly to
resolve disbursement
issues.

WORKING WITH ATOM 11
DISBURSEMENT INFORMATION

You can update disbursement information by:
¢ Decreasing a Disbursement Amount
¢ Changing a Pending Disbursement Date

¢ Decreasing a Disbursement Amount and Changing the Disburse-
ment Date

¢ Cancelling/Reducing a Disbursement:

e Changing a Single Disbursement Hold/Release Status

L To MODIFY A DISBURSEMENT:

1. Locate the student whose disbursement information you want to
modify

a. Log into MODEL Direct, if you have not already done so
(see page 2).

b. From the MODEL Direct Home Page, select the Dis-
bursements link:

Add Loan Certify purls CommonLine Tools
Loan InguingUpdate PLUS Files

The following screen appears:
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Addl Loan Certity Reports  CommoniLine Tools
+ Update Disbursements Loan  InquiryUpdate pLUS Files

To search for a disbursement, please enter the boower's or student's sacial security number, with or
without byphens, and click"Search"

NOTE: Ifyou are a school that participates in EFT your search will also include dishursements already

nade. EFT schools will have the added ability to make cancellations and partial reductians.
‘Social Security Number: jaoc:o¢000
Scarch |_Posat |

Note: EFT Schools also have the ability to do cancellations
and partial reductions via the Loan Inquiry/Update screen
(see page 51).

c. Do the following:
i.) Enter the desired SSN, and:

ii.) Click the Search button.

If the disbursement(s) were done through the lender
(and not through ATOM II), you'll see the following screen:

If you see this message:

e Make sure you
entered the correct
SSN in step 1B.

If you have the correct
SSN:

¢ Contact the lender
directly to modify the
disbursement.

Add Loan Certify  Dishursements
Loan  InquiryUpdate PLUS

« Undate Dishursements

© Dishurserment List

o Decfease Amount

© Change Date

o Decfease Amount and ]
Changs Date Mo disbursement can be updated for this person

o Cancel/Reduce
D

© HoldRelease
D

Borrower: LISAANESS (777-T7-7777)

If the borrower/student has pending ATOM II: you'll see
the following screen:
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Click on the Radio
button to select a

disbursement, and:

Click on one of these
links to modify a
disbursement.

e To return to this
screen, select the
Disbursement
List link (the first
menu item).

Add Loan Certify  Dishursements Reports CommonLine Tools
Loan  InguinsUpdate PLUS Files
* Update Dishursements The following is 2 list of FastFund disburserments that are eligible to be updated. To update 2 dishursernent
© Dishursement List amount or date, choose the dishursement you wish to update by clicking on the circle nextto it, and then
© Decrease Amount select one of the update buttons. Please note that you cant modify the same disbursement twice in one
© Change Date login period.
o Decrease Amount and
Change Date Borrower: DONALD J KAYANAGH (777-77-777T)
o Canecel/Reduce
Dighursement
o HoldiRelease PLUS LOA000742055 $18,905.00
D
Seq Date GrossAmount | HoldReason | SchoolHold | Disbursement
Agent Code
" 10812712002 $9,452.00 il 728
1 2 |01/02/2003 $9,453.00 il 79

p— PLUS LOA0O1123793 $21,155.00

Seq Date Grossamount | HoldReason | SchoolMolg | Disbursement

Agent Code
¢ | 1 |owosz003  |$10,577.00 N 729
c | 2 |pwo7zons  [$10,578.00 School Hold ¥ 729

The related loan type, ID and amount |
Each grid represents the disbursements associated with the loan.

2. Select the Radio button for the disbursement you want to mod-

Cancellation/
Reductions versus
decreases...

If the disbursement has not

occurred:

¢ use the Decrease Amount
procedure to reduce the
amount to be disbursed (see
page 96).

If the disbursement has

occurred:

¢ Use the Cancel/Reduce
procedure to reverse the
previously disbursed amounts .

ify:

PLUS LOA000742055 $18,905.00

Dishursement
Seq Date GrossAmount Hold Reason School Hold Agent Code
el 1 |09r27/2002 $9,452.00 M 728
ol 2 |01/02/2003 $0,453.00 N 728

o

(o}
o
o

(o]

3. Select from the following menu options (See figure in step 2):

Decrease Amount (see below).

Change Date (see page 98).

Decrease Amount and Change Date (see page 99).
Cancel/Reduce Disbursement (see page 100).

Hold/Release Disbursement (see page 101).
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Important!

You can only make one change to a given disbursement per login session.
¢ Once you have changed a disbursement, an asterisk will appear in place of the radio button:

PLUS LOAOOOT42055 $18,905.00

Disbursement
Seq Date GrossAmount Hold Reason School Hold Agent Cade
I * 1 |027r2002 $452.00 M 729
(el 2 |01m0zrz003 $9,453.00 il 729

The asterisk indicates that you've modified this disbursement during this session.

To make another modification to this disbursement, you must log out of MODEL
Direct and log back in.

Decreasing a To decrease the disbursement amount:
Disbursement Amount

a. Perform steps one and two, if you have not already done
so.

b. Click on the Decrease Amount link (see page 95).
The following window appears:

Add Loan Certity Disbursements Reports CommonLine Tools
Loan  InquiryUpdate  PLUS
© Update Dishursements To decreass the disbursement amaunt

& Dishursement List

® DEEEEEDAGRE 1. Place the cursor in the highlighted hox

2. Enter inthe amount you want to reduce.
© Ta make a sthool refund, use the Cancel/Reduce functionality (only for organizations
paricipating EFT)
T cancel the whole disbursemnent, you enter the whole gross disbursement amaunt
3. Hitthe Update button

Ifthe information that you have provided is incorrect, please it the Reset Bution and enter your updates

again
Seq [2
Date [EEGEE
Certified PLUS Amount ‘51 8,905.00
Gross Amount $9,452.00
‘Actual Dishursed Amount ’?9‘1 B9.41

Field(s) To Be Modified:

Enter Decrease Amount: 5000
Update | _Reset
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c. Enter the decrease amount:
Important: enter the

Ifthe information that you have provided is incorrect, please hit the Reset Button and enter your updates

amount by which you ceal
want the loan decreased - Seq 2
not the amount of the pate 0110272003
- ICertified PLUS Amount $18,905.00
|Oan after the redUCthn. iGross Dishursement Amount $3,453.00
ctual Dishursed Amount $9,160.41

In this example: ) _
Field({s) To Be Modified:

e The original gross

I
. 1 Enter Amount: 5000 I
;js|s$b;2‘55e?:nent amount Vo e
7

e You've entered a
decrease amount of $5,000

The new gross disbursement is $4,453 (9,453 - 5,000)

d. Click the Update button
If your update is successful, you'll see the following:

A Password

Logout

Add Loan Certify Disbursements Reports CommonLine Tools
Loan Inquiry/Update PLUS Files
Dishursement updated successiully,
Select Dishursement

e. Do you want to modify another disbursement for this indi-
vidual, or view the results of the modification you just
made?

Yes: Do the following:
- Click the Select Disbursement button, and:
- Repeat steps 2 and 3 (page 93 - 95).

No: The procedure is complete.

- Select another task or log out.
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Changing a Pending
Disbursement Date

To change a pending disbursement date:

a. Perform steps one and two, if you have not already done

so.
b. Click on the Change Date link (see page 95).
The following window appears:

2. Enterin the new Dishursement Date, and
3. Hitthe Update button

Ifthe information that you have provided is incorrect, please hit he Reset Bution and enter your updates

again

Seq 1

Date 047132001
Certified Stafford Subsidized Amount  |58,500.00
(Gross Dishursement Amount 54,250.00
‘Actual Dishursed Amount $4,122.60
Loan Start Date 08/28/2000
Loan End Date 051742001

Field(s) To Be Modified:

Dishursement Date: 0s gfis 2000
Update | Reset

BOSTON COLLEGE Add Loan Certify Dishursements Reports Commonline Tools
Loan  InquiryUpdate  PLUS Files
o Undate Dishursements To change the dishursement date
© Dishursement List
© EIENEDEED 1. Place the cursor in the highlighted hox,

c. Enter the new disbursement date (in format MM/DD/
YYYY):

Field{s) To Be Modified:

I Disbursement Date: 04 s r|2001 I
Update Reset

Note: You must enter a date in the future
(i.e., you cannot change the date of a
disbursement that has already occurred.

d. Click the Update button
If your update is successful, you'll see the following:

Add Loan Certify Dishursements Reports CommonLine Tools
Loan Inquiry/Update PLUS Files
Disbursement updated successiully.

Select Dishursement
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e. Do you want to modify another disbursement for this indi-
vidual, or view the results of the modification you just
made?

Yes: Do the following:
- Click the Select Disbursement button, and:
- Repeat steps 2 and 3 (page 93 - 95).

No: The procedure is complete.
- Select another task or log out.

Decreasing a To decrease the disbursement amount and change
Disbursement Amount the disbursement date:

and Changing the
Disbursement Date

a. Perform steps one and two, if you have not already done
so.

b. Click on the Decrease Amount and Change Date link
(see page 95).
The following window appears:

Add Loan Certify Dishursements Reports CommonLine Tools
Loan  Inguirylpdate  PLUS Files
* Update Dishursements To decrease the dishursement armount and to change the date:
© Disbursement List
© Decrease AMOURICRANGE 4 piace the cursor in the disbursement date box and enter in the new date
Date 2. Tabtothe nextfield and erter in the amount you wart to reduce
o To make a senool refund, use the C: tonly for

participating EFT.)
o Ifyouwant o cancel the whole dishursement, enter the whole gross disbursement amount
3. Hitthe Update button,

Ifthe information that you have provided is incorrect, please hitthe "Reset’ hutton and enter your updates

again.
Seq 2
Date 01/07/2004
Certified PLUS Amount $10,165.00
Gross Dishursement Amount $5,083.00
Actual Dishursed Amount $0.00
Loan Start Date 08i02/2003
Loan End Date 050182004

Field(s) To Be Modified:

Dishurserent Date: o1 g0 2004
Enter Decrease Amount: 2000

Update | Reset

c. Enter the New disbursement date and decrease amount.

Important: if | Ficldis) To Be Modified:
you have never

entered a Dishursement Date: 01 Q1o i|2004
decrease Enter Decrease Amount: 2000
amount, see the _Updts | Rosst

figure on page
97 before continuing.
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Cancelling/Reducing a
Disbursement:

d. Click the Update button

If your update is successful, you'll see the following:

Add Loan Certify Disbursements Reports CommonLine Tools
Loan Inquiry/Update PLUS Files
Dishursement updated successiully,

Select Dishursement

Do you want to modify another disbursement for this indi-
vidual, or view the results of the modification you just
made?

Yes: Do the following:
- Click the Select Disbursement button, and:
- Repeat steps 2 and 3 (page 93 - 95).

No: The procedure is complete.

- Select another task or log out.

To cancel or reduce a disbursement:

Perform steps one and two, if you have not already done
so.

Click on the Cancel/Reduce Disbursement link (see
page 95).
The following window appears:

T—"

Add Loan Certify Dishursements Reports CommonLine Tools
Loan  InquinyUpdate  PLUS Files
+ Undate Disbursements To cancel or reduce a dishursement:

o Disbursement List
o CancelReduce

e — Place the cursor in the highlighted box,

Enter in the amount afthe loan to be cancelledireduced [ Note: to decrease a pending disbursement
amount, use "Decrease Dishursement' functionaliy], and

B9

3. Hitthe Update bution.
Ifthe information that you have provided is incomect, please hitthe Reset Button and enter your updates
again,
seq 2
Date 01/0772004
Certified PLUS Amount 510,165.00
Gross Dishursement Amount 54,083.00
‘Actual Disbursed Amourt 50.00

Field{s) To Be Modified:

CancelReduction Amount: 3000
Update | Reset
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Cancellation/
Reductions
versus
decreases...

If the disbursement has

not occurred:

¢ use the Decrease Amount
procedure to reduce the
amount to be disbursed (see
page 96).

If the disbursement has

occurred:

e Use the Cancel/Reduce
procedure to reverse the
previously disbursed
amounts .

Changing a Single
Disbursement Hold/
Release Status

More about
Hold/Release
Status...

¢ You can also update a
student’s hold/release status
from the Loan Detail screen
(see page 57),

¢ You can also update the
hold/release status of
multiple records (see page
77).

c. Enter the cancellation amount:

Field(s) To Be Modified:

I CancelReduction Amount: 3000

pdale 856!

d. Click the Update button

If your update is successful, you'll see the following:

Add Loan Certify Disbursements Reports CommonLine Tools
Loan Inquiry/Update PLUS Files
Dishursement updated successiully,
Select Dishursement

Do you want to modify another disbursement for this indi-
vidual, or view the results of the modification you just
made?

Yes: Do the following:
- Click the Select Disbursement button, and:
- Repeat steps 2 and 3 (page 93 - 95).

No: The procedure is complete.

- Select another task or log out.

To change a Hold/Release Status:

Perform steps one and two, if you have not already done
so.

. Click on the Hold/Release Disbursement link (see

page 95).
The following window appears:

Working with ATOM Il Disbursement Information
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Add Loan Certify Disbursements Reports CommonLine Tools
Loan  InquinyUpdate  PLUS i

e Update Dishursements
o Dishursement List
© HoldiRelease

To hold or release a dishursement:
Disbursement

1. Change the value in the drop down hox and
2. Hitthe Update button,

Ifthe information that you have provided is incorrect, please hitthe Reset Buttan and enter your updates

again.
Seq 1
Date 09/0512000
Certified Stafford Amount $2,625.00
Grass Dishursement Amount $1,312.00
Actual Disbursed Amount $1,272.64
School HoldRelease Release

Field(s) To Be Modified:

HoldRelease Flag: Mone  ~
Update | _Reset |

c. Select Hold or Release from the dropdown menu:

Field{s) To Be Modified:

HoldRelease Flag: MNone =
Update Reset

d. Click the Update button
If your update is successful, you'll see the following:

Add Loan Certify Dishursements Reports CommonLine Tools
Loan Inquiry/Update PLUS Files
Disbursement updated successiully.

Select Dishursement

e. Do you want to modify another disbursement for this indi-
vidual, or view the results of the modification you just
made?

Yes: Do the following:
- Click the Select Disbursement button, and:
- Repeat steps 2 and 3 (page 93 - 95).

No: The procedure is complete.

- Select another task or log out.
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CHAPTER 6

Before You
Begin...

¢ You can only download
Commonline files if the
guarantor’s data center
configures your school for
download via MODEL Direct.
Contact your MODEL
DirectClient Services
Representative for more
information.

o If you use a FAM application
you CANNOT submit files
with multiple guarantor
records.

- If your institution
requires the ability to
work with multiple
guarantors, consider
using the MODEL
Gateway.

Contact your MODEL
Direct Client Service
Representative, or the
MODEL Gateway User
Guide, for more
information

WORKING WITH COMMONLINE
FILES

MODEL Direct gives you the ability to:
e submit, view and upload Commonline files,

e work with Third Party/Unsolicited Response Files (see page
107), and:

e work with Disbursement Roster Files (see page 109).

If you use a Financial Aid Management (FAM) application (such as Power-
faids, Colleague or Banner) you can easily integrate it into the MODEL Di-
rect environment.

Submitting a Commonline File

J To SuBMIT A COMMONLINE FILE:

1. Log into MODEL Direct, if you have not already done so (see
page 2).

2. From the MODEL Direct Home Page, select the Commonline
Files link:

Add Loan Certify Dishursements Reports
Loan  InquingUpdate  PLUS

You'll see the following screen:

Working with Commonline Files
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 Important:
On the initial
screen, you are
viewing
ad Contty Disbursements Reparts Tools Response files
o submitFiles Loan  InquiryUpdate  PLUS
. Submit New File only.
| — ¢ Records appear
Upload | Clear | in this grid for
up to ten
Third Partw/Unzsalicited Response Files bUSineSS days
Disbursement Roster Files
File Processing Status
llr\:nminu Filename Date Submitted Processing Status !Respnnse Filename lsnur:ei

PARK_00240800_20031202_174653000 1 2/02/2003 File processed |
————
PARK_00248800_20031202_174027000  |[12/02/2003 Invalid file. Unable to process hanual

MODEONNNS CL4RESPOMSE OUT 00243800 20031202 174853337 FEE hanug)

‘PARKDDNBB,ZDDBWZDZJDDWMDDD 1210212003 File processed.
‘PAHKUN\VERS\TY,ZUUZM 201_164000000 12/01/2003 File processed.

MDEONONT CL4RESPOMSE OUT 00243800 20031202 100144187 FEE Manual
MDEODOOG CL4RESPOMSE OUT 00248800 20021201 164000875 FEE Manual

I[]

| Click this link to work with Disbursement Roster Files (see page 109)

Click this link to work with Third Party/
Unsolicited Response Files (see page 107).

Click the Browse button to locate the file (or
enter the file name and path in the text field).

3. Do one of the following:

o Click the Browse button to locate the file you want to submit,
or:

o Enter the filename and path in the text field.
4. Click the Upload button.

The file appears in the File Processing Status Grid:

Incoming Filename Date Status Response Filename Source
PARK_TCODEEDIT_20031204_034456000 |1 2/04/2003 File processed. MDEONO10 CL4RESPONSE OUT 00249800 20031204 094458875 FEE |Manual
PARK_D0248800_20031202_174653000  [12/02/2003 File processed. MDEQODONS CL4RESPONSE OUT 00248800 20031202 174653337 FEE |Manual
PARK_00249800_20031202_174027000  |12/02/2003 Invalid file. Unahle ta process Manual
PARKON2498_20031202_100144000 12/02/2003 File processed. Manual

PARKUNIVERSITY_20031201_154000000 |12/01/2003 File processed. DEOOOOA CL4RESPONSE OUT 00248800 20031201 154000875 FEE@Manual

If the file was successfully transmitted, a response file is sent. The name of the
Response file appears in this column.

¢ Click on the link to view and/or download the data in the response file (see following
page).
5. Review the following information about the file:

Field Description/Notes

Incoming Filename Name of file you submitted

Date Submitted
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Field Description/Notes

Processing Status One of the following:

The most common file processing statuses are:
FILE_OK (File processed)

FILE_INVALID (Invalid Commonline format)
FILE_DUP (Duplicate File)
FILE_ENT_TIMEOUT (System Timed Out)
FILE_FAIL (Other File Failure)

Response Filename If your file was processed, the corresponding response

file (view this file to research/confirm/reconcile the

original file).

e Click on the link to view and/or download the
Response file (see the previous and the following
figures).

Source Source of the original Commonline file. Valid values are:
e EMail

e FTP

¢ Web

6. Do you want to see the response file?
No: Proceed to step 7.

Yes: Click on the name of the response file (see previous fig-
ure).

You'll see the following screen:

add Loan Certify Dishursements Reports CommonLine Tools
+ SubmitFiles Loan  InquiryUpdate  PLUS

o He

Glick on a button below to get your GommonLine response file

i | B |

Click to view the
Response file online.  (lick to edit/download the actual file.
Note: this option is only available if the

guarantor’s data center configures your school
for download (see sidebar on page 103).

7. Do you want to view the response file data within MODEL
Direct, or download and work with the actual response file?

To View the Response file data from within MODEL
Direct:

a. Click on the View button.
You'll see a screen similar to the following:
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add Loan Certify Dishursements Reports CommonLine Tools

 SubmitFiles Loan  InquiryUpdate  PLUS

s TR File Processed Date: 120412003
Record Count: 3
Borrower Last Name: BUZANOSKI
Borrower First Name: TARYN
Borrower SSN: 000-00-0000
Student Last Name:
Student First Name:
Student SSN: 000-00-0000
Loan Type Code: SF
Guarantee Amount: 58,500.00
Borrower Last Name: BRIGUGLIO
Borrower First Name: MARY-ALISSON
Borrower SSN: 540-35-6404
Student Last Name:
Student First Name:
Student SSN: 000-00-0000
Loan Type Cade: SF
(Guarantee Amount: 52,625.00
Borrower Last Name: BERLUBE
Borrower First Name: (AMANDA
Borrower SSN: 000-00-0000
Student Last Name:
Student First Name:
Student SSN: 000-00-0000
Loan Type Code: [su
Guarantee Amount: [$2,096.00

b. View the following header/trailer information:
- File Processed Date

- Record Count

c. View the following for each record:
- Borrower Last Name/First Name/SSN

- Student Last Name/First Name/SSN
- Loan Type Code

- Guarantee Amount

To Download the Response File:

a. Click on the Download button.
You'll see a screen similar to the following:

File Download e x|
Some files can harm your computer. f the fle infarmation below
locks suspiciaus, of you do not fully trust the source, do not apen or

sawve this file.

File name: ...000_20040109_162522000.FEE
File type:  FEE File

From: asadiect. amsa.com

\wéould you like to open the fle or save it to your computer?

Cancal More Info

[¥ Always ask before opening this type of fle
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b. Do one of the following:

- Click the Open button to view the file in a text edi-
tor (Notepad, UltraEdit 32, etc.), or:

- Click the Save button to copy the file to your hard
drive or network.

Working with Third
Party/Unsolicited
Response Files

O To ViEw/DOWNLOAD THIRD PARTY/UNSOLICITED
RESPONSE FILES:

1. Log into MODEL Direct, if you have not already done so (see
page 2).

From the MODEL Direct Home Page, select the Commonline

Files link: You'll see the main Commonline screen (see page
103).

2. Click on the Third Party/Unsolicited Response File link
You'll see the following:

.E/'

Add Loan Certify Disbursements Reports CommonLine Tools
+ Submit Files Loan  InquiryUpdate pLUS Files
. HOF

Third Party/Unsolicited Response Files

Response File Name Date Processed
MDE35082 CLAUNSOLRSP OUT 00249800 20031204 194312578.FEE |12M04/2003
MDE35038 CLAUNSOLREP OUT 00245800 20031203 200120031.FEE 120372003
MDE34476 CLAUNSOLREP OUT 00248800 20031202 211836683 FEE [12M02/2003
MDE34848 CLAUNSOLRSP OUT 00249800 20031201 210105968.FEE |12M01/2003
MDE34788 CLAUNSOLREP OUT 00245800 20031128 183926218 FEE [11/30/2003

|

3. Do you want to view the third party/unsolicited response file
data within MODEL Direct, or download and work with the
actual file?

To view Third Party/Unsolicited Response File
from within MODEL Direct:

a. Click on the View button.
You'll see a screen similar to the following:
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Add Loan

« SubmitFiles Loan  InquiryUpdate
Ty

File Processed Date: 12/04/2003
Record Count: 3

Certify Dishursements Reports CommonLine  Tools
PLUS

Borrower Last Name: BUZANOSKI
Borrower First Name: TARYN
Borrower SSN: 000-00-0000
Student Last Name:

Student First Name:

Student SSN: 000-00-0000
Loan Type Code: SF
Guarantee Amount: 58,500.00
Borrower Last Name: BRIGUGLIO
Borrower First Name: MARY-ALISSON
Borrower SSN: 540-35-6404
Student Last Name:

Student First Name:

Student SSN: 000-00-0000
Loan Type Cade: SF
(Guarantee Amount: 52,625.00
Borrower Last Name: BERLUBE
Borrower First Name: (AMANDA
Borrower SSN: 000-00-0000
Student Last Name:

Student First Name:

Student SSN: 000-00-0000
Loan Type Code: [su
Guarantee Amount: [$2,096.00

b. View the following header/trailer information:

File Processed Date

Record Count

c. View the following for each record:
Borrower Last Name/First Name/SSN

Student Last Name/First Name/SSN

Loan Type Code

Guarantee Amount

To Download the Third Party/Unsolicited
Response File:

a. Click on the Download button.

You'll see a screen similar to the following:

)

File Download E x|

Same files can harm your computer. If the file infarmation below
looks suspicious, or you do not fully trust the source, do not open o
sawve this file.

File name: ...000_20040109_162522000.FEE
File type:  FEE File

From: asadiect. amsa.com

\wéould you like to open the fle or save it to your computer?

Cancal More Info

[¥ Always ask before opening this type of fle

108

MODEL Direct User Guide (School Version)




b. Do one of the following:
- Click the Open button to view the file in a text edi-
tor (Notepad, UltraEdit 32, etc.), or:

- Click the Save button to copy the file to your hard
drive or network.

Working with O To VIEw/DOWNLOAD DISBURSEMENT ROSTER FILES:
Disbursement Roster
Files

1. Log into MODEL Direct, if you have not already done so (see

page 2).

2. From the MODEL Direct Home Page, select the Commonline
Files link (see page 103).
You'll see the main Commonline screen (see page 103).

3. Click on the Third Party/Unsolicited Response File link
You'll see the following:

W ‘ A Password
s Divect fof Educaiional Lomm_ Logout RS

Add Loan Certify Disbursements Reports CommonLine Tools
+ Submit Files Loan  InquiryUpdate PLUS il

. Dishursement Roster Files

File Name Date Processed
MDE34902 CLASCHRST QUT 00249800 20031202 203455312 FEE |12/02/2003
MDE34841 CL4SCHRST OUT 00243800 20031201 204732543 FEE |12/01/2003

4 I»ILI

4. Do you want to view the disbursement Roster file data within
MODEL Direct, or download and work with the actual file?

To view Disbursement Roster File from within
MODEL Direct:

a. Click on the View button.
You'll see a screen similar to the following:
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Ce—

Add Loan Certify Dishursements Reports CommonLine Tools
Loan  InquindUpdate  PLUS i
« Subrmit Files File Processed Date: 0110712004
O Record Count: 2
Borrower Last Name: MEEHAN
Borrower First Name: WILLIAM
Borrower SSN: 000-00-0000
Student Last Name: MEEHAN
'Student First Name: KATIE
‘Student SSN: 000-00- 0000
Loan Type Code: L
Disbursement Amount: 30.00
Record Type: [Adiusted
Borrower Last Name: KAVANAGH
Borrower First Name: DONALD
Borrower SSN: 000-00-0000
Student Last Name: KAVANAGH
'Student First Name: PATRICK
Student SSh: 000-00- 0000
Loan Type Code: PL
Disbursement Amount: 30.00
Record Type: [Adiusted

b. View the following header/trailer information:
- File Processed Date

- Record Count

c. View the following for each record:
- Borrower Last Name/First Name/SSN

- Student Last Name/First Name/SSN

- Loan Type Code

- Disbursement Amount

- Record Type Code. One of the following:
* N (New)
* R (Reissued)
¢ A (Adjusted)
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To Download the Disbursement Roster File:

a. Click on the Download button.
You'll see a screen similar to the following:

File Download A x|

Som files can haim your computer. f the fl information below
looks suspicious, or you da ot fully trust the source, da not open ar
save this il

File hame: ...000_20040109_162522000.FEE

File type:  FEE File

From: asadirect amsa com

\wéould you like to open the file or save it (o your computer?

Open Cancel More Info

1 Always ask before opening this type of fle

b. Do one of the following:
- Click the Open button to view the file in a text edi-
tor (Notepad, UltraEdit 32, etc.), or:

- Click the Save button to copy the file to your hard
drive or network.
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CHAPTER 7 WORKING WITH REPORTS

MODEL Direct provides you with extensive reporting capabilities. You can:

e subscribe to any or all of the following reports:

o}

o

(o]

O O O

o}

Copayable Check Roster

EFT Roster

Individual Check Roster

Monthly Pre-Claims Assistance Report
Pre-Disbursement Roster

Processing Summary Report

Missing Promissory Note Report

e manage your subscriptions (i.e., elect which reports you want to
receive).

¢ view and/or download the following custom reports on demand:

o

o

0O O O O

(o]

Approved Loans With Disbursement Information (Summary)
Approved Loans With Disbursement Information (Detail)

Pending Disbursements with Hold and Release Status (Sum-
mary)

Pending Disbursements with Hold and Release Status (Detail)
Loans Not Approved with Reason Code

Refunded/Cancelled Loans

MPN Receipt by SSN

Add Loan Report

Update Loan Report

CommonLine M-Record Suppression Report

School Certification Request

Loans by Signature Date/Method

Working with Reports
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Subscribing to a Report

Working with Subscription
Reports

Your school has a profile in the MODEL Direct database. Part of the profile
includes the output (reports and feeds) your school elected to receive. A
subset of these reports is available through MODEL Direct (see list on pre-
vious page), and you can subscribe to these reports (i.e., elect to view/
download them on the web).

U To suBscRIBE TO A MODEL DIRECT REPORT:

1. Log into MODEL Direct, if you have not already done so (see
page 2).
2. From the MODEL Direct Home Page, select the Reports link:

%

Add Loan Certify  Dishursements CommonLine  Tools

Loan Inquirny/Update PLUS Files

The screen refreshes, and the Report options appear at the left:

Logout

- f/

Add Loan Certify ~ Disbursements CommonLine Tools
Loan InquiryUpdate  PLUS i

# Subseriptions
# Subseription Reports
+ Custom Reports

(K]
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3. Click on the Subscription link (see figure above).

The following screen appears:

——

Add Loan Certify Disbursements Reports CommonLine Tools
Loan  InquirylUpdate PLUS Files
= Subscriptions Please selectan O Code from the first drop-down box
= Subscription Reports Also, please select a Branch Code from the second drop-down box or check 'All Branches '
= Custom Reports
OF Code: [iiF] 0STON COLLEGE

Logout s

All Branches:

Branch Code: TOMNCOLLEGE

00-BOSTOMN COLLEGE

01-BOSTOM COLLEGE SCHOOL OF LAWY
FR-BOSTON COLLEGE

GS-BOSTON COLLEGE GRADUATE PROGRAMS

LW -BOSTON COLLEGE LAWY SCHOOL ;I %
Mext
I |
OE Codes of Click the All Branches Branch Codes
institutions you checkbox if you want all (if applicable)
are associated branches to receive the of the parent
with. same set of options. OE Code.

4. If needed, select the OE Code and Branch Code(s) you want to
work with:

a.

In the OE Codes box (see figure above), do you see more
than one institution?

No: You are only associated with one institution. Proceed
to step b.

Yes: Click on the desired institution to select it. Proceed
to step b.

Does your institution have branch codes?

No: go to step d.

Yes: go to step c.

Do you want view or modify options for a specific Branch
Code, or for all branch codes?

To modify options for a specific branch code: In the
Branch Codes box, select the desired branch code.

To modify options for all branch codes: Click the All
Branches checkbox (see previous figure).

. Click the Next button.

You'll see one of the following:

Working with Reports
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If your institution has no
branches (or you selected a
single branch code), you'll
see the screen at right:

Click on the check box to select/

ect for Educational Loans

« Subscriptions
« Subscription Reports
o Custam Reports

Y /(7774

BOSTON COLLEGE {00212800)
140 COMMONVWEALTH AVE LYONS HALL, OFFICE OF STUDENT SERVIC
CHESTNUT HILL, MA 02467

Add Loan
Loan  Inguirylpdate

Certify Disbursements Reports CommonLine Tools
PLUS Files

The list below shows all reports available through ASA Direct for your institution. Click on the check
box next to the report name in order 1o receive this report via ASA Direct Please be advised that ASA
will no longer provide a paper copy of any reportthat is delivered via ASA Direct If you would like ASA
to continue to printthis report, please o nat subscrike ta this raportvia ASA Direct

To preview a sample of these reparts, click on any of the reporticons. [,

To save your change, click on the UFDATE button

deselect a specific report.

Click on the Document Icon to view a

Report Layout Sample (in Word Format).

¢ For an actual report sample (i.e., with
data), consult the MODEL Direct
Reports Guide.

Report Subscriptions

branch code(s): 00 —
[& CoPayahle_Check_Roster
[ EFT_Roster
[& Individual_Check_Roster ~
[& PreClaims_Assistance_Report ¥
[&, Pre_bishursement_Roster =
[& School_Missing_Promissory [

—

[& Processing_Summary_Repart &

Back [ Checkal Gancel | Update

Important: Not all reports are available to all schools - therefore, you
may not see all of these reports.

« If you want one of these reports - but do not currently see it in your
subscriptions window - contact your Client Service Representative to
have your school profile modified.

If you selected the All Branches
option, you'll see the screen at
right:

Each column represent the options available
to the given Branch Code.

Missouri Direet for Educational Loans

« Subscriptions
= Subscription Repors
= Custom Repors

140

CHESTNUT HILL, MA 02467

Add Loan
Loan  InquiryUpdate

BOSTON COLLEGE (002128)

Certify Disbursements Reports CommonLine Tools
PLUS Files

COMMONWEAL TH AVENE LYONS HALL, OFFICE OF STUDENT SERV

o The listbelow shows all reports avallable through ASA DIFeCt for your Institution. Click on the check
hax nextto the report name in order 1o receive this repottvia ASA Direct. Please be advised that ASA
will no longer provide a paper copy of any repart that is delivered via ASA Direct. [fyou would like ASA
to cantinue to printthis repor, please do not subscribe 1o this report via ASA Direct.

o Topreview a sample ofthese reparts, click an any afthe reparticons a

o To save your change, click on the UPDATE button

Report Subscriptions I

Click on the check box to select/deselect a
specific report.

Click on the Document Icon to view a

branch code(s} gn 01 FR G5 LWRTR
[& CoPayable_Check_Roster “Hulnl nlinl [u

[ EFT_Roster [zl e

&

[& Preclaims_Assistance_Report [~ [
[ Pre_Disbursement_Roster =
[& School_Missing_Promissory &

ndividual_Check_Roster FFEOOT O

Report Layout Sample (in Word Format).

For an actual report sample (i.e., with data),
consult the MODEL Direct Reports Guide.

&
Back | CheckAll Cancel Unpdate

g Summan_Repot B P T T fC

Important: Not all reports may be available to all branches. If the report is
not currently available to a branch, you will not see a checkbox in the column
for the branch.

o If you want a report you cannot access via this window, contact your Client

Service Representative to have your school profile modified.
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Viewing and
Downloading
Subscription Reports

5. Do the following to change report settings:

To change a specific report setting: click on the report
checkbox to select/deselect the item.

To select all reports: click the Select All button.
6. Click the Update button.

You'll see the following window:

Je—

Add Loan Certify Disbursements Reports CommonLine Tools

Loan InquinyUpdate  PLUS i
 Subseriptions ‘Your report subscriptions have heen successtully updated. Reports get generated based on
 Subserioion Reports your subseriptions each night Please come back tomorrow and elick "iew reports” to see
 Custom Reports the results ofyour new subscriptions!

YOu My view your updated subscriptiol 258 note that not all reports are available

for every institution

7. Do you want to review your changes?

No: You're done updating your subscriptions.

Yes: Click on the link in the second paragraph of the confirma-

tion window (see previous figure).

Before you
begin...

MODEL Direct groups your
reports into three categories:
e reports that are 1 - 5 days
old,

reports that are 6 - 20 days
old, and:

e Reports over 20 days old.
If a report is over 20 days old,
you cannot view it through
MODEL Direct. You must
contact the guarantor to obtain
a printed copy of the report.

U To ViEw OR DOWNLOAD A SUBSCRIPTION REPORT:

1. Log into MODEL Direct, if you have not already done so (see
page 2).
2. From the MODEL Direct Home Page, select the Reports link

Add Loan Certify Disbursements jReports | CommonLine Tools
Loan Inguiry/Update PLUS Files

Working with Reports
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The screen refreshes, and the Report options appear at the left:

Add Loan Certify ~ Disbursements CommonLine Tools
Loan InquinyUpdate  PLUS Files

* Subscriptions
= Subscription Reports
= Custom Reports

[N}

3. Click on the Subscription Reports link (see figure above).

The following screen appears:

Add Loan Certify Disbursements Reports CommonLine Tools
Loan  InquirylUpdate PLUS il
= Subscriptions Please selectan O Code from the first drop-down box
= Subscription Reports Also, please select a Branch Code from the second drop-down box or check 'All Branches '
= Custom Reports
OF Code: i 0STON COLLEGE

All Branches:
ON CO

Branch Code:

01-BOSTOM COLLEGE SCHOOL OF LAWY
FR-BOSTON COLLEGE
GS-BOSTON COLLEGE GRADUATE PROGRAMS

LW -BOSTON COLLEGE LAWY SCHOOL ;I %
Mest
I I . .
OE Codes of Click the All Branch Codes (if applicable) of
institutions you Branches the parent OE Code.
are associated checkbox if you e Select a branch code if you
with. want to work with only want to work with
reports from all reports from a specific
branch institutions. branch.

4. If necessary, select the OE code/Branch code(s) you want to
work with (or select the All Branches button - see previous fig-
ure).
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5. Click the Next button

You'll see the following window, listing all reports thatare 1 - 5

days old:

Working with Reports

E
For each report, SislourtDirect fof Eaucaonst coant e fs g{/‘j h
the grid lists: - 2
e the Report Run Add Loan Certify Dishursements Reports CommanLine Tools
o Subscrintions Loan InquiryUpdate PLUS Files
Date * Subscription Reports PARK UNIVERSITY (00249800)
o Custom Reports 8700 RIVER PARK DRIVE
PARKVILLE, MO 64152
° Report Name [ pate | Report Name [Branch
: [1211002003 [Processing Summary Report |00
® Bran_Ch COde (If 12/9/2003 |School Missing Pramissory |00
applicable) 12/6/2003 |School Missing Promissory | 00
12/7/2003 |School Missing Pramissary |00
Click on the 127672003 [Sehool Missing Promissory |00
H 12572003 00
tReFOrt T]ame Ilnk 121412003 0o
0 launch an
Acrobat PDF copy o0 b oy ahn s on eeio by WELIE. ik o i hece Cloen Reporcmston s o~
Of the re Ort (See reports created within the last f to 20 business days.
page 12(;)) To view these reports you will need Adobe Acrobat Reader installed on your computer. Ifyau do not have if,
. you can download it for free from http M adobe hitrnl
Ifyou would like to obtain a copy of a reportthat is older than 20 days, please contact Missouri Department
of Higher Education at
Back
| E
Click the Access Older Reports button to view
reports between 6 and 20 days old.
6. Do you see the desired report in the grid?
Yes: Go to step 7
No: Click on the Access Older Reports button.
You'll see the following window, listing all reports between 6 -
20 days old:
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* Subscriptions
. Reports

Loan

Certify Disbursements Reports CommonLine Tools

Loan InquinyUpdate  PLUS

= Custom Reports

Add
PARK Y
8700 RIVER PARK DRIVE

PARKVILLE, MO 64152

Date

Report Name

Branch

123/2003

Processing Summary Report

a0

123/2003

School Missing Promissony

a0

[12r2/2003

[EFT Roster Credit

[on

[12i112003

[EFT Roster Credit

[0

[1130/2003

|school Missing Promissars

[0

[11i3072003

|chool Missing Promissars

[0

11/26/2003

School Missing Promizsors

1142572003

Processing Summary Report

1142572003

School Missing Promizsors

1102472003

School Missing Promissony

1102372003

School Missing Promizsors

112172003

School Missing Promissony

112072003

School Missing Promissony

The table above list reports created between 6 and 20 business days ago
Click on the "Back” button to view reports created within the last 5 days.

Back

If you see the report: go to step 7.

Click the Report Name link (see page 119).

Your report opens in Adobe Acrobat Reader:

You can save or print

the report:

Files

[
If you do not see the report: The report is more than 20
days old. You cannot view the report through MODEL Direct;
you must contact the guarantor to obtain a printed copy.
LE” : @Fm‘ss 'n;s:: Garees 3|55 3 - \‘m»
adress ] i mousmidafewnlWebReports mresart pd- o o
BE®- (== -85 20R[E]K <> Mes e - DO[ED|H
[oaE-8|B-/-L-BLHH0G ,
B

¢ To save the report,
you must have:

- the full version
of Adobe
Acrobat, or:

- Acrobat Reader
5 or greater.

Consult your Acrobat
documentation or
Online Help for more

information.

et |
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Before you
begin...

Custom Reports should not be

confused with real time

queries.

¢ Unlike an Ad Hoc query
(which uses real time data),
a MODEL Direct custom
report uses a copy of the
previous day’s production
database - i.e., transactions
from the current business
day will not appear in your
report.

Working with Custom Reports

Custom reports differ from subscription reports in that:
¢ they are not dependant on your school profile (see page 116),
e they can be run at any time, and:
e you can enter report parameters (such as date ranges).

(0 To RuUN A CuSTOM REPORT:

1. Log into MODEL Direct, if you have not already done so (see
page 2).
2. From the MODEL Direct Home Page, select the Reports link:

2

Add Loan Certify  Disbursements Reports | CommonLine Tools
Loan Inguiry/Update PLUS Files

The screen refreshes, and the Report options appear at the left:

=

Add Loan Certify  Dishursements CommonLine Tools
Loan  InquiryUpdate PLUS il

# Subscriptions
# Subscription Reports
# Custom Reports

Lol

Working with Reports
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3. Click on the Custom Reports link (see figure above)

The following screen appears:

E|
Password
. Add Loan Certify Disbursements Reports CommonLine Tools
Click on a report Loan Inquirylpdate  PLUS i
- I = Subscriptions
title to generate * Subsrition Renorts The reports you are about to request will anly contain records for the loan period beginning
the report O G REED on or after 77172001 through the pracess day of 121012003,
e For a list of Please choose one of the following report formats:
available |
Approved Loans With Disbursemerll  Provides a breakdown of pending and dishursed
custom Information (Summanfl volume by morih
reports, see Approved Loans With D Provides onsach within
Information (Detail)  the date range.
page 113.
Pending Disbursements with Hold and ~ Provides a breakdown of pending volume for hold
. Release Status (Summan)  and release status by month
e To view
Pending Disbursements with Hold and  Provides on each pending
custom report Release Status (Detail)  with the date range
samp|esl see Loans Not Approved with Reason Code  Provides loan detail for each loan not approved
the MODEL RefundediCanceled Loans  Pravides a list of refunded or cancelled loans.
1 MPM Receipt by 88N Indicates whether a valid MPN exists for each 55N
Direct Web ndcate
Reports Add Loan Report  List of new applications for a date range
GU|de- Update Loan Report  List of loans updated for a date range
CommonLine M-Record Suppression Report  List of M Records notincluded in an Unsaolicited
Response file
School Certification Request  Provides information on each School Certification
Reguestwithin the date range.
Loans by Signature Date/Method  Provides a list of loans by signature date and
signature method,
=
4. Click on the title of the report you want to generate.
You will be prompted to enter report parameters.
o You will see one of the following windows (depending on the
report you are generating):
002128 oo2128
Gelect Branch Corers) [ALL =] Enter up to 10 Valid Borrowwer SSNs
Selecta Loan Type: [All Loan Types = I [
From Disbursement Date: |12 123 {2003
To Disbursement Date: |1 B j[2004 [ [
Selecthedia Output | Excel{xls) |
Select Output Order: [{S]a] I I
SUBMIT CANCEL I I
Flease note, Pending Data is ineluded if the Disbursemert is on hold or if the Disbursement Date is in the future. I I
‘ou hawe the cheice to select ALL or ane specifie branch when applicable. To select ALL Emries, click on the choive "ALL'. To select one Select Media Output: [Excel(xds) -
branch, elick on the speeific branch code
e e e e e e e sueT | _oaceL
Note: some reports do not require you to select the The MPN Receipt by SSN
output order (see following table). Report requires you to enter

series of Social Security
Numbers (up to 10).
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5. Enter the following as necessary:

Field Description/Notes

Select Branch Code By default, all branches are selected.
« Optionally, you can select a specific branch code from
the dropdown list.

Select a Loan Type By default, all loan types are selected.
« Optionally, you can select one of the following loan
types from the dropdown list:
- SF (Stafford Subsidized)
- SU (Stafford Unsubsidized
- PL (PLUS Loan)

From/to Date Enter a date range for the given report.
« Field labels may differ based on report type (i.e.,
“Enter Disbursement Date”, “Enter SCR Date”, etc.).

SSN For MPN Receipt by SSN Report only (enter a series of
SSNs - see figure on page 122).

Select Media Output The following output formats are available:
e Comma Delimited (.CSV)

e Plain Text (.TXT)

e Microsoft Excel (.XLS)

Select Output Order From the dropdown menu, select Borrower, Lender,
or School order.
¢ This option is not available for the following reports:
- Approved Loans with Disbursement Information
(Summary)
- Pending Disbursements with Hold/Release Status
(Summary)
- MPN Receipt by SSN
- CommonLine M-Record Suppression Report

6. Click the Submit button.

You'll see the following:

During processing,
you'll see the window
at right...

Important: do not close your
browser window, click browser
buttons, or engage in any
other internet activity while
this window is on screen.

When the report is
processed, you'll see
this window...

Add Loan Certify Dishursements Reports Commonline Tools
Loan  InguiryUpdate PLUS
+ Subseriptions “Your custom reporthas been generated. Press your browser's back hutton to return fa this page.
* Subscription Reports
Click this button to download + Custorn Reports You need to havs Wisrosoft Excel installed to view this report. Ifyou do nothare Misrosoft Excel, you san
download a free viewer.
your report.
Download Your Report

Click this link to select a different
custom report (see step 3).

Choose 4 Different Report
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7. Click the Download button.
You'll see the following:

File Download 3 x|

Some files can hamn your computer. If the file information below
looks suspiciows, or you do not fully tust the source, do not open or
save this file,

File name: myreport.xls
File type:  Microsoft Excel Worksheet

From; uaweb

Would you lke to open the fle or save it your computer?

Gpen | [ Save | Cancel More Infa

I¥ lvvays ask before opening this type of fle

8. Do one of the following:

o Click the Open button to view the report in your browser (or
helper application - i.e., Excel).

o Click the Save button (to view the file at a later time).
9. Do you want to generate another report?
No: The procedure is complete.
Yes: Do the following:
o Click the Back button on your browser.

o Click the Choose a Different Report link (see figure on page
123).

o Repeat steps 4 through 9.
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CHAPTER 8 WORKING WITH THE TOOLS MENU

From the Tools menu, you can:
¢ validate an SSN,

e view contact information (for any institution in the database),
and:

e update addresses/contact information (for your institution and/
or branches).

Validating a Social Security
Number (SSN)

(0 To VALIDATE AN SSN:

1. Log into MODEL Direct, if you have not already done so (see
page 2).
2. From the MODEL Direct Home Page, select the Tools link:

g B 1 ¢
V7 L] ‘

Add Loan Certify Disbursements Reports CommonLing] Tools |
Loan Inquirny/Update PLUS Files

The screen refreshes, and the Tool options appear at the left:

- N

Add Loan Certify  Dishursements Reports CommonLine
Loan  InguinyUpdate PLUS Files

* Check 58N
* Yiew Institution Address
» Update Institution Address

L L
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3. Click on the Check SSN link (see figure above)

The following screen appears:

—

Add Loan Certify Disbursements Reports CommonLine Tools
Loan InquinyUpdate  PLUS Files
 ChecksSN Please enter a soeial security number with or without hyphens
« View Institution Address
«» Undate Institution Address
Social Security Number:

Check Reset

4. Do the following:

o Enter a 9 digit SSN, and:

o Click the Check

button.

The screen refreshes, and one of the following messages

appears:

W‘ Password
/ Logout
Add Loan Certify  Dishursements Reports CommonLine Tools
Loan  InquiyUpdate  PLUS Files.
« CheckSSN Flease enter a social security number with or withaut fyphens.
+ View Institution Address
+ Update Institution Address
Social Security Number:
Check Reset
Social Security Number 009-28-3456 is a valid number.
Valid SSN
Add Loan Certify Dishursements Reports CommonLine Tools
Loan  InquiyUpdate  PLUS il
e CheckSSN Please enter a social security number with or without hyphens.
* View Institution Address
* Update Institution Address
Sacial Security Number:
Check Reset
L Social Security Number 876-23-9876 is not a valid number,
E

5. Repeat steps 4 and

5 for each SSN you want to validate.
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Viewing Institution Contact
Information

You can view contact information for any institution in the MODEL Direct
database.

0 To ViEw AN INSTITUTION'S CONTACT INFORMATION:

1. Log into MODEL Direct, if you have not already done so (see
page 2).
2. From the MODEL Direct Home Page, select the Tools link:

Add Loan Certify Disbursements Reports CommonLing
Loan Inquirny/Update PLUS Files

The screen refreshes, and the Tool options appear at the left:

Add Loan Certify  Dishursements Reports CommonLine
Loan  InguinyUpdate PLUS Files

* Check 58N
* Yiew Institution Address
» Update Institution Address

=l

3. Click on the View Institution Address link (see figure above)

The following screen appears:

2
W‘ Password s x
Missourt Diroct for Educaiional Loans )
) / Logout ;.(ﬁ‘
Add Loan Certify Disbursements Reports CommonLine Tools
Loan  InquirylUpdate  PLUS i
. ChEEkSSN. Please enter a six character OF code. To specify a particular branch, enter a two character branch code. To
+ View Institution Address specify all branches mark the "All Branches” check bax.
+ Update Institution Address
OE Code: Branch Code: AllBranches: [
Search | Reset

Check to view all contact information across all branches (see next step).
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4.

5.

Contact information
is grouped by OE
Code/Branch Code
(where applicable)

Enter the following as applicable:
o The institution’s OE Code, or:
o The Institution’s Branch Code.

Note: Check the All Branches checkbox to view all con-
tacts across all branch codes (see previous figure).

Click the Search button.

You'll see a window similar to the following:

Logout

S—

Add Loan Certify Dishursements Reports CommonLine Tools
Loan InguiyUpdate  PLUS Files
 Check SN 002128 BOSTON COLLEGE
o Yigw Institution Address
o Undate Institution Address
Contact Chatles E Johnson
Title FINANCIAL AID OFFICER
140 COMMONWEALTH AVENE
Address LYONS HALL, OFFICE OF STUDENT SERY
CHESTNUT HILL, MA 02467
Phone (617) 595-5555
Fax
Email

002128LW BOSTON COLLEGE LAW SCHOOL

Contact
Title FINANCIAL AID OFFICER
A N WA 021551153
Phone
Fax
Email
002128TR BOSTON COLLEGE
Contact
Title FINANCIAL AID OFFICER
[TRANSFER STUDENT FINANCIAL AID
Address LYONS HALL ROCM 120
CHESTNUT HILL, M& 02167
Phone (617) 555-5555
Fax
Email

Institution Search

Review the desired contact information (Name, Title, Address,
Phone/Fax/EMail).

Do you want to view another organization’s contact information?
No: The procedure is complete.
Yes: Do the following:

o Click the Institution Search button, and:

o Repeat steps 3 through 6.

128

MODEL Direct User Guide (School Version)



Updating Your Institution’s
Contact Information

You can update contact information for your institution and/or its branch-
es.

U To MobiFY YOUR CONTACT INFORMATION:

1. Log into MODEL Direct, if you have not already done so (see
page 2).
2. From the MODEL Direct Home Page, select the Tools link:

[
Add Loan Certify Disbursements Reports CommonLing] Tools |
Loan Inquirny/Update PLUS Files

The screen refreshes, and the Tool options appear at the left:

Logout S

- (/’

Add Loan Certify  Dishursements Reports CommonLine
Loan  InguinyUpdate PLUS Files

* Check 58N
* Yiew Institution Address
» Update Institution Address

L L
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3. Click on the Update Institution Address link (see figure
above).

The following screen appears:

Add Loan Certify  Dishursements Reports CommonLine Tools
Loan  InquiryUpdate PLUS Files

» Check 88N Please select an OF code frorn the dropdoven list. Specify a branch code ifthere is one or more by entering
» ViewInsfitution Address two

» Update Institution Address
OE Code: filiAF] TON COLLEGE

CELR LT - 50 TON COLLEGE
00-BOSTON COLLEGE

01-BOSTON COLLEGE SCHOOL OF LAW

FR-BOSTON COLLEGE

G5 -BOSTON COLLEGE GRADUATE PROGRAMS

LW -BOSTON COLLEGE LAWY SCHOOL Jid|

Search

4. If needed, Select the OE Code and Branch Code(s) you want to
work with:

a. In the OE Codes box (see figure above), do you see more
than one institution?
No: You are only associated with one institution. Proceed
to step b.

Yes: Click on the desired institution to select it. Proceed
to step b.

b. Does your institution have branch codes?
No: Go to step c.

Yes: In the Branch Codes box, click on the desired
Branch Code (by default the parent institution is
selected).

¢. Click the Next button.
You'll see the following screen:
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Add Loan Certify Dishursements Reports CommonLine Tools
Loan InquinyUpdate  PLUS Files
e CheckSSM 002128 BOSTON COLLEGE
o View Insfitution Address
o LUpdate Institution Address
First Name: [Charles E Last Name: [Johnson

Title: [FINANCIALAID OFFICER
Address 1: [140 COMMONWEALTH AVENE
Address 2 [LYONS HALL, OFFICE OF STUDENT SER
city: [CRESTNUTHILL State: [MA-Massachusetls  ~]
postal Code: [02e67 countey: [
Phone: [175523320 | phoneExt:[
Fac[ Emait[

Update | | Resat Institution Search |

Working with The Tools Menu

|
5. Edit any of the following fields as necessary:
e First Name e State
e Last Name e Postal Code
o Title e Phone
e Address Line 1 e Phone Ext
e Address Line 2 e Fax
e City e EMail
6. Click the Update button.
You'll see the following:
- e/
|2,d:n Inqui:;’ﬂz_llzdalg (}ir::;y Dishursements Reports Cnm;ir;s:Llne Tools
+ Usdste nstiution Address Institution Search ]
7. Do you want to update another contact?
No: The procedure is complete.
Yes: Do the following:
o Click on the Institution Search button (see figure above),
and:
o Repeat steps 3 through 7.
131
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APPENDIX A

LOAN PHASE CODE
DESCRIPTIONS

In most applications, a field is either Read Only (you can view it, but not
modify it) or editable (you can update the data at any time).

MODEL Direct contains a third category of data - fields that can only be

modified
rules). In

under certain conditions (due to regulation and/or business
many cases, the ability to modify a given data field depends on

what phase, or processing state, the loan is in.

The following chart lists all loan Phase codes, along with a description.
Please note the following abbreviations:

DS - Disbursement Services (commonly referred to as an ATOM
Loan)

NDS - Non Disbursement Services Loan (i.e., guarantee only)

PA - Lender of record has a preapproval agreement with the
Operating Organization (i.e., loan is immediately guaranteed)

NPA - non-preapproval Lender (loan must be reviewed before
guarantee).

Loan Phase Description

0 Prior to Approval

5 Active Preclaim

6 Active Claim

7 Claim Paid

8 Resolved Defaults

2 NPA DS DS, Non-PA: Post Approval - Prior to Disbursement Invoicing

2 PADS DS, PA: Post Approval - Prior to Disbursement Invoicing

3 NPA DS DS, Non-PA: Loan on a Paid Disbursement invoice, but not on a Roster

3 NPA NDS Non-DS, Non-PA: Current date is not more than 7 days after approval date OR
loan's earliest disbursement date is at least 8 days in future

3 PADS DS, PA: Loan on a Paid Disbursement invoice, but not on a Roster

3 PA NDS Non-DS, PA: Current date is not more than 7 days after approval date OR loan's
earliest disbursement date is at least 8 days in future

4 NPA DS DS, Non-PA: Loan has appeared on a Roster

4 NPA NDS Non-DS, Non-PA: Current date is more than 7 days after approval AND earliest
disb date is past or less than 8 days in future

4 PA DS DS, PA: Loan has appeared on a Roster

4 PA NDS Non-DS, PA: Current date is more than 7 days after approval AND earliest disb
date is past or less than 8 days in future

MODEL Direct User Guide (School Version) 133



134 MODEL Direct User Guide (School Version)



APPENDIX B NSLDS LOAN STATUS CODES

The table below lists:

For more

Information... o all NSLDS Status Codes,

go to the following URL: » the effective date for the status,

http://www.fp.ed.gov,

PORTALSWebApp/fp/codes.js e whether the code represents an open or closed status, and:

e whether the code represents defaulted or non-defaulted status.

Status Effective Open/ Default/
Date Closed Non-Default

AL Abandoned Loan >=1/1/01 Open Non-Default

BC Bankruptcy Claim, Discharged Anytime Closed Default

BK Bankruptcy Claim, Active Anytime Open Default

CA Cancelled Anytime Closed Non- Default

CS Closed School Discharge >=1/1/01 Closed Default

DA Deferred Anytime Open Non- Default

DB Defaulted, Then Bankrupt, Active, Anytime Open Default
Chapter 13

DC Defaulted, Compromise Anytime Closed Default

DD Defaulted, Then Died Anytime Closed Default

DE Death Anytime Closed Default

DF Defaulted, Unresolved >=1/1/01 Open Default

DI Disability Anytime Closed Default

DK Defaulted, Then Bankrupt, Anytime Closed Default
Discharged, Chapter 13

DL Defaulted, In Litigation Anytime Open Default

DN Defaulted, Then Paid in Full by >=1/1/01 Closed Default
Consolidation

DO Defaulted, Then Bankrupt, Active, Anytime Open Default
Other

DP Defaulted, Paid in Full Anytime Closed Default

DR Defaulted, Loan Included in Roll-up >=1/1/01 Closed Default

DS Defaulted, Then Disabled Anytime Closed Default

DT Defaulted, Collection Terminated Anytime Open Default

DU Defaulted, Unresolved 31: 12/31/ Open Default

DW Defaulted, Write-Off Anytime Closed Default
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Status Effective Open/ IS EN )

Date Closed Non-Default
DX Defaulted, Six Consecutive Payments <=12/31/ Open Default
01
Dz Defaulted, Six Consecutive Payments, >=1/1/01 Open Default
Then Missed Payments
FB Forbearance Anytime Open Non- Default
FC False Certification Discharge >=1/1/01 Closed Default
IA Loan Originated >=1/1/01 Open Non- Default
D In School or Grace Period <=12/31/ Open Non- Default
01
1G In Grace Period >=1/1/01 Open Non- Default
M In Military Grace >=1/1/01 Open Non- Default
oD Defaulted, Then Bankrupt, Anytime Closed Default
Discharged, Other
PC Paid in Full Through Consolidation <=12/31/ Closed Non- Default
Loan 01
PF Paid in Full Anytime Closed Non- Default
PM Presumed Paid in Full >=1/1/01 Closed Non- Default
PN Non-defaulted, Paid in Full Through >=1/1/01 Closed Non- Default
Consolidation Loan
RF Refinanced Anytime Closed Non- Default
RP In Repayment Anytime Open Non- Default
UA Temporarily Uninsured, No Default >=1/1/01 Open Non- Default
Claim Requested
uB Temporarily Uninsured, Default Claim >=1/1/01 Open Non- Default
Denied
uc Permanently Uninsured/Unreinsured, >=1/1/01 Closed Non- Default
No Default Claim Requested
ub Permanently Uninsured/Unreinsured, >=1/1/01 Closed Non- Default
Default Claim Denied
Ul Uninsured/Unreinsured <=12/31/ Closed Non- Default
01
XD Defaulted, Six Monthly Payments >=1/1/01 Open Default
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